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Tutorial Title

 We know that you provided some of the information requested below on your cover page; however, the submission reviewers will see only your tutorial submission Description—not your cover page—so please provide all the information described below. Before you begin: 

· Please do not put your name or other identifying information in this document 
Use the template (template_bio.rtf) to provide a biography for each of the instructors in a separate document

· Replace the tutorial  title on this page and in the footer section of this document with your own title.

· Remove the instructions (shown in green), if you wish.

· Save the file in RTF or DOC format, with a filename that has your last name followed by “_tutorial”, for example, Smith_tutorial. NOTE: The maximum file size is 10 MB. If your submission contains a lot of screen shots, it is best to save it as a Word file, which will be smaller than an RTF file. 

	Proposed Presentation Length:
	[  ]  Full Day   

[  ]  Half Day (evening)

	Number of Tutors (presenters):
	

	Desired Number of Participants
	List the maximum number of participants you would prefer in your tutorial (not to exceed 100), and the minimum number of participants you need to ensure an effective tutorial



	Intended Audience:


	[  ]  Everyone, 

[  ]  Experienced practitioners, 

[  ]  Newcomers to usability

	Audio Visual Requirements
	A computer projector, flip chart, lectern and microphone will be provided for each tutorial. 

Any additional AV or other special request expenses will be charged to the presenter.  

Please indicate any special requests and we will provide you with an estimate of charges.


	
	


PARTICIPANT KNOWLEDGE AND EXPERIENCE EXPECTED

Explain in a short paragraph any experience or knowledge you expect your participants to have before taking your tutorial. If applicable, provide a list of topics that participants might be expecting, but which will not be included in your tutorial. 

GOALS FOR THE SESSION:

List the goals and what you expect attendees will learn from attending your tutorial, including the “take aways” that they will be able to use immediately on their jobs. 
Participants in this tutorial will:

PREVIOUS PUBLICATION OR USE OF THIS MATERIAL

Has your tutorial material been published or presented before? If so, list the conference or publication (without including author names) and describe what is new about the material you propose to present at this UPA conference.

YOUR BACKGROUND IN THIS MATERIAL

Describe your professional history of working with the material you will be presenting, but without using names or other clearly identifying information. We realize that this can be difficult, but this section is intended to help reviewers understand the depth and length of your work in the topic of this tutorial.

HOW WILL THIS TUTORIAL BE CONDUCTED

Explain, briefly, how you will conduct your tutorial. For example, what interaction props or materials will you use? Will you incorporate video or audio recordings? Include how you will provide for one-third to one-half of the time to be devoted to audience participation and exercises.

TUTORIAL SCHEDULE WITH TIME ALLOCATION

Please provide a summary of how you will use the time for the tutorial, indicating where there will be exercises and breaks.

	Number of Minutes
	Topic or Event

	
	


DETAILED DESCRIPTION OF TUTORIAL

Describe the order of topics in your tutorial and the amount of time estimated for each topic. Descriptions should contain sufficient depth of information that the reviewers will understand the content you will teach, as well as how you intend to present the material. Include detailed descriptions of exercises and exercise evaluation. Also describe any case studies you will use as examples of the success or failure of a process or method. This section may take 2-4 pages. 

TUTORIAL MATERIALS

Describe in detail and provide samples of materials that will be included in the tutorial notes. Include a representative set of handouts or 4-6 sample slides in your submission. 
If your slides are in PowerPoint and the submission is prepared in Word, follow these directions to insert the slides and keep your file size small:

In PowerPoint, do a Save As... PNG on the slides you want.  Then go to the Insert Menu and select Picture > From File – locate the desired PNG files and insert them into the document.

Alternatively, you can use SnagIt to capture the PPT with the screen displayed (not in slideshow mode).
[Replace this text with your tutorial title]

