LearningQUEST 2012 Course Program Proposal Form

Please complete this program proposal form for Courses or Public Events, then save it with the file name “Proposal-(short title of your proposed program)” and email it as an attachment to LQproposal@gmail.com
Please note that this proposal form is to be used for Courses of Public Events ONLY.  There are other proposal forms specific for Lunch & Learn, Trips & Excursions, and SIGs

Date of Proposal: 

Name & contact information of person submitting proposal: 

If known, please enter member name who will serve as Coordinator for the program:

(A Coordinator is a member who interfaces with the instructor/presenter throughout the proposal and program cycle.)
Name: 

Phone:

E-mail: 

PROGRAM INFO

Proposed Program Title: 
Instructor/Presenter Information:

Name: 
Phone:
E-mail: 

Address: 

Short Description of Program:

The description may be up to 200 words and will be used in the catalog.
Prerequisites for Participants: 
Required or Recommended Materials or Texts: 
Presenter/Instructor(s) Biographies:
This should be a short biographical summary for each presenter, up to 100 words.  This information will be included in the catalog.

SCHEDULE  INFO

Schedule Constraints:
Schedule Preferences of Month(s), Day(s) of the week, Date(s) and Time
 Note:

1st morning class is 9:30-10:30

2nd morning class is 10:45-11:45, may be extended to 12:15

Afternoon hours are flexible.

Please list more than one option: 

  1)









  2)  
  3)
Number of Course Sessions: ___________  Length of each Session: _____________
Class Size (minimum and maximum):

Available rooms with maximum capacity:

AB – 20 with tables & chairs, 25 with chairs only

HR – 20 with tables & chairs, 30 with chairs only

2FL – 40 with tables & chairs, 60 with chairs only

AUD – 70 with tables & chairs, 120 with chairs only
Would you consider holding this event somewhere other than the Main Library? 
If yes, do you have a site that you would recommend? 

If yes, where and does it have the facilities that you require, such as AV equipment, kitchen facilities, and tables of the appropriate size? 

 Room Setup:  [  ] Theatre style chairs [  ] Semi-circle chairs [  ] Table & chairs [  ] Other (Please describe):

AV Requirements:  (Please [X] all that apply.)  [   ] Laptop computer  [   ] Projector [   ] DVD  player  [   ] Overhead transparencies  [   ] Other (Please describe):

Handouts: Please check if handouts are required [  ] 
You may request that students provide you with their email address so that handouts or other reference material may be sent electronically.  Or, LearningQUEST will pay for up to 10 handouts per registered student.  Requests for handouts must be approved by PDC chair or vice-chairs before submitting to Colonial Graphics.
Would you be willing to repeat this program or present another program in a later term? 
Any Additional Info:
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