2009 Call for Proposals – Pre-Conference Workshops
National Conference on Outdoor Leadership

Wilderness Education Association 
Presenter Information

Contact information for this workshop and proposal.  This person will be the primary contact with the conference committee and the Pre-Conference Coordinator:
Name: 

Title:
Organization: 
Address: 
City:                                                                            State:                  Zip:
Phone:




            E-mail:
Is this person a presenter?  

Biography (50 words max)

Presenter: 
Name: 
Title:
Email:
Phone: 
Biography (50 words max)
Presenter
Name: 

Title: 
Email:
Phone:
Biography (50 words max)

Certifying Body/Organization Description – please provide a short description of the organization offering the workshop/certification and why it is qualified to provide this particular workshop: 

Presentation Information
Presentation Title (10 words or less):
Presentation Description (75-word session description (printed in the conference program and posted online)
Target Audience: (Highlight all that apply):

Undergraduate/Graduate Students

Field Instructors/Practitioners

Program Administrators

Academic Professionals

Presentation Format: (Highlight selection):
Lecture / Informational

Activity/Skill Based - Interactive

Other (Please Specify) _____________________________

Ideal Location (Highlight preference):

Indoors



Outdoors*


Either


Both

*Please describe desired outdoor location in AV/Facility Needs portion.  Your request will be accommodated as the venue and space allow:
AV/Facility Needs (Highlight requests):
TV/VCR



Overhead
    
Whiteboard

Flipchart

Other*:
*If your workshop will require the use of an LCD projectors and/or laptop, you are responsible for providing the equipment and ensuring its proper set up and functionality
Dates and start/end times for each individual day of the workshop:
Participant Information:
Minimum # of Participants:  

Maximum # of Participants:  
Minimum Enrollment Deadline:
If minimum enrollment numbers are not met by January 21, the provider will be contacted to consider the cancellation of the course.  If a different cancellation date is requested by the provider, please list that date here: 

Please describe the required experience/knowledge/qualifications that workshop participants should have prior to attending your workshop:
Budget
Please provide a complete budget breakdown for this course including the total expected cost and the cost per participant.  
Keep in mind that WEA will add on a 25% commission to the base price plus an additional non-member fee. 
Logistics: 

Classroom space will be available at the Indiana Memorial Union for all courses that need indoor space.  Based on your proposal, the conference committee and pre-conference coordinator will be able to assist you in choosing an appropriate location for your workshop if you will require outdoor space.  Please keep in mind, the following things:
Travel/Shuttles:  If travel to and from the Indiana Memorial Union will be necessary, it will be up to the workshop provider to arrange appropriate transportation to and from the  Indiana Memorial Union to the workshop site. 

Food: Meals that occur during the time frame of the workshop are the responsibility of the provider. Participants must be given adequate time (and easy access) to food for lunch (plus any additional meals affected by the workshop timeline).  If the provider wishes to secure bag lunches for participants, the conference committee would be happy to assist in making that happen.  Any expense associated with food provided to participants during the workshops is the full responsibility of the provider and should be included in the budget.
Accommodations: If the workshop will require participants to stay overnight away from the Indiana Memorial Union, the provider is responsible for arranging for and providing accommodations.  All associated expenses are the responsibility of the provider.  
Equipment:  Proposals must outline all equipment that will be provided as well as a complete equipment list that participants will be responsible for providing.  Please attach participant equipment list with submission of the proposal.
Detail equipment provided here:
Permits and Use Authorization: All special use permits are the responsibility of the provider.  
Waivers and Medical Forms: WEA will require that all participants involved in a workshop with any type of adventure component sign a WEA waiver.  Providers are responsible for ensuring proper insurance is procured for the event being offered, naming the WEA as additionally insured.  Please attach copies of medical forms and any additional waivers upon submission of the proposal.   
Timeline for Communication with Participants: WEA will send an email to registered participants on January 15th with introductory information and welcome as written by course provider.  A follow up email will be sent with any reminders on January 23rd and again on January 30th if updates are needed.  Please mark these dates on your calendar and email all materials and messages you wish for the participants to receive to the National Office no later than noon of the preceding day .  The primary contact person for the course will be listed in the communication email as the person to contact about logistical information.  If you wish to directly contact your course participants, please submit a timeline for communications and contact the WEA National Office for an up to date roster.  WEA will be listed as the contact for registration/cancellation concerns.
Please detail any logistical concerns for the proposed workshop and what (if any) assistance requested of the Conference Committee and/or Pre-Conference Coordinator:
Workshop Agenda:
Please provide a day by day agenda for your proposed workshop including breaks, travel time, etc.  
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Submission Deadline: September 1, 2007

Submit Directly to: WEA National Office – wea@indiana.edu

Presentation Coordinator: Kim Collins – kacollin@indiana.edu

