Tutorial Checklist

Submission Online Form Information 
(to be filled out when you make your submission)

· Lead tutor or Lead presenter info (name, email, phone, affiliation, address)

· Other tutors (presenters) names and affiliations

· Title of Tutorial
· Length of tutorial (radio button: one day, two days or evening session)
· Indicate the minimum and maximum number of participants you will be able to host

· Short abstract,45-55 words, for use in the Advanced and Final Programs

· Topic Category [dropdown list provided]

· Intended audience [dropdown list provided]
· AV Requirements.  
· Only list any additional or special equipment you may need.  Tutors are expected to pay for any additional equipment needed
· Your good faith agreement to be available the week of the conference to present if selected.
Tutorial Proposal File Attachments
(in Word or RTF format) - see Template(s)

· 4 page minimum, 10 page maximum  (Use template provided for your session type)

· Biography or Instructor information file which should include:    ?

· Name(s)

· Institution(s)

· Contact info

· Bio(s)

Tutorial Proposal Contents

· Title of tutorial on every page and on example slides
· Be sure to remove your name and organization from the Property settings in your document and from any images included

· Describe the knowledge and experience prerequisites expected of participants

· Describe the learning objectives of the tutorial

· Explain what participants will be able to use immediately on their jobs

· Indicate if this material has been presented before

· Give details of when and what has changed

· Short Bio, 45-55 words

· Without using your name, product name or company name, describe your professional history of working with the material you will be presenting

· Include example slides in the word document if possible, or attach separately if needed

· Explain how the tutorial will be conducted

· Describe the exercises that participants will complete during the tutorial

· Give a schedule of events with time allocation (including breaks and lunch)

· Detailed description of the tutorial  (the meat of your proposal, 2-4 pages typically)

