Panels Checklist

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

· Facilitator info (name, email, phone, affiliation, address)

· Panelist names and affiliations

· Title of Panel
· Short Description - Abstract - 50 words or less

· Long Description (3-5 pages using the template provided)

· Panel Strategy [dropdown list provided]

· Topic Category [dropdown list provided]

· Intended audience [dropdown list provided]
· Special AV Requirements.  
· Only list any additional or special equipment you may need.  Presenters 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.
Panel Proposal File Attachments 
(in Word or RTF format) - see Template(s)
· 4 page minimum, 10 page maximum  (Use template provided for your session type)

Panel Proposal Contents

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

· Summarize your panel in 50 words or less for the Abstract.

· Explain the goals of the session

· Explain how the audience will participate

· Describe handouts, exercise materials or other session material.

· Indicate if this material has been presented before

· Give details of when and what has changed

· List any standard bibliographic references, or describe the relationship between the material in this panel and the work of others

· 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

· Give a schedule of events with time allocation

· Detailed description of the panel  (the meat of your proposal, 3-5 pages typically)

