LearningQUEST PROGRAM PROPOSAL GUIDELINES 

Welcome and thank you for your interest in proposing and delivering a program for LearningQUEST. Our goal is to offer a wide variety of programs that are designed to be intellectually and socially stimulating in an informal and non-competitive environment. 

Below are two sections to help you through the proposal process: 1) Completing and submitting the LearningQUEST Program Proposal Form and 2) Understanding the Catalog Production Process. Your diligence in completing the proposal form will greatly facilitate the production of the catalog. 
Completing and submitting the Proposal Form 
INSTRUCTOR/PRESENTER INFORMATION: This is information about you and anyone else with a role in the proposed program. The PDC may need to contact you during the proposal process and prior to your program being held, so if there is any preferred method of contact, please indicate. Otherwise we will contact you by email and, when necessary, contact you by phone. 

PROPOSAL INFORMATION 
The information in these sections is critical and will be used to help make program selections. After a program has been accepted and approved by the Program Development Committee, the information in this section will be used to develop the catalog, schedule the program, secure an appropriate location, and ensure that the presentation equipment and other requirements are met. 

Proposed Program Title: It is important to have a short title that is as descriptive of the proposed program as possible. The title should make people want to read more. 

Short Description of Program: The program description should briefly (max 200 words) explain what the program will cover and what participants are going to learn, do, see, experience or discover as a result of participating in the program. This is the “sales pitch” to encourage attendance. 

Program Delivery Method: This section informs everyone about how the program will be delivered. It helps determine the correct venue and helps potential participants make informed decisions about attending. 

Prerequisites for Participants: If you require participants to have advanced knowledge about a subject or to be able to do something physical, this is the area to detail those specifics. 
Required or Recommended Materials or Texts:  If you require the participants to bring certain materials to class, this is the area for you to detail those materials. The same for reading books, articles or newspapers. Please be clear as to whether it is a recommended reading, or required reading for your program, and if it is required please explain why. Also, it is critical to provide the name of the text, article, paper, etc., and the author’s name and the date. It is also helpful if you include where the participants can get the text or materials and an approximate cost.
Instructor Biography 
The biographical summary should include critical information that you wish others to know about you and anyone else who may have a role in your program. It can include your education, professional background, interests, hobbies, and experiences with your subject. This information will be included in the catalog and it should not exceed 100 words for each person. 
Room Set-up Please indicate any preferences regarding room set-up.  
Preferred Month(s), Day(s) of the week, Date(s) and Time [] Morning [] Afternoon 
Please indicate any time or date restrictions for the program.  This information helps with scheduling. 

Number of Program Sessions 
Indicate how many sessions your program will require. This helps with scheduling.
Length of Session(s) 

Please indicate the length of each session of your program. For example, you might have three sessions: sessions one and two are three hours and session three is only two hours. 

Class Size (Minimum and Maximum) 

It is critical to know your requirements for the minimum and maximum number of participants.

Presentation Method Equipment Needs 

In this section, please be as specific as you can. 
Would you be willing to repeat this program? 

We hope your answer will be yes. If not, it would be helpful to have information on why not. 

Additional Information for Your Proposed Program 

Enter any other information about the program
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