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INSTRUCTIONS
Please complete each gray area in this form. Save the document to your computer, and when you are ready to submit the proposal form, send it as an e-mail attachment to workshopproposals@nafsa.org. For questions, please e-mail the Training Services department at this address or call 1.202.737.3699, extension 262. Proposals must be submitted by August 1, 2007.
To move from one gray field to the next use the tab key.

Proposal ID Number (For office use only):      
I. TITLE OF PROPOSED WORKSHOP (Not to exceed 12 words)
(      
II. THREADS
Please read the thread descriptions and then select one thread that is best addressed by the proposed workshop. 
Thread 1. What Roles Do International Educators Play in Global Leadership? Reaching beyond daily tasks to the greater goals of building international understanding and creating solutions to global problems.

Thread 2. How Does International Education Change Lives? Evaluating and documenting outcomes of international education programs on the lives of students, scholars, communities.

Thread 3. How Does International Education Affect Global Development? Strengthening the impact of international education and exchange on economies, institutions, and governments.

Thread 4. How are State, National, and World Regional Policies Affecting International Education? Tracking and analyzing developments in state, national, and multinational policies in or affecting education.

Thread 5. How Can International Educators Work More Effectively and Creatively? Developing the international education infrastructure, including skill-building and information to help international educators meet the demands of their positions. 

Thread 6. In recognition of NAFSA’s 60th Conference: What is the enduring legacy of international education? Examining the value, influence, history, and durable effects of international education on our institutions and world over time.

Indicate Thread number 
(  FORMDROPDOWN 

III. WORKSHOP ABSTRACT FOR CONFERENCE PUBLICATIONS
Provide a 25-word snapshot of what participants will get out of attending your workshop for use in NAFSA conference publications. Please do not use acronyms. Address your description to a general audience.
(                                                               
IV. WORKSHOP DESCRIPTION FOR PROPOSAL REVIEW COMMITTEE
Provide a clear, concise summary of your presentation for the proposal review committee. Limit your summary to 100 words.

(                                                               
V. WORKSHOP OBJECTIVES

Using bullet points, list no more than five measurable learning goals. For example:

Participants will…

· Be able to articulate key management areas essential for International Education management

· Be able to apply techniques to management areas in order to build management skills
· Understand the importance and effect of organizational behavior and group dynamics in the successful operation of their institution

· Understand the fundamentals and key elements of human resource management
Note: After the workshop, participants will be sent an electronic evaluation to determine how well the workshop delivered the objectives provided in the proposal.
(                                                               
VI. WORKSHOP DETAIL
Specify not only the topics you propose to cover but also your methods of instruction, as pertaining to adult learning styles. An example follows.
	Topic
	Method of Instruction

	Building Management Skills
	Individual reflection; group think; mini-lecture


	Topic
	Method of Instruction

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     


VII. AUDIENCE

Describe your intended audience in ten words or less. For example, beginning international student advisers, mid-level education abroad providers, etc.
(      
VIII. DATE AND TIME FOR THE WORKSHOP

While the Workshop Coordinator will try to accommodate your scheduling preferences, the final schedule will be based on overall programming needs and is subject to change. 
Note: When indicating workshop length, please factor in two one-half hour coffee breaks as well as a one-hour break for lunch.
Half-Day Workshop
 FORMCHECKBOX 

Date

 FORMDROPDOWN 

Length
 FORMDROPDOWN 
 hours

One-Day Workshop
 FORMCHECKBOX 

Date

 FORMDROPDOWN 

Length
 FORMDROPDOWN 
 hours

Two-Day Workshop
 FORMCHECKBOX 

Day 1 Date
 FORMDROPDOWN 

Length
 FORMDROPDOWN 
 hours

Day 2 Date
 FORMDROPDOWN 

Length
 FORMDROPDOWN 
 hours

IX. WORKSHOP TEAM INFORMATION

The Workshop Team can have no more than 5 trainers for 8–12 hour workshops, and no more than 4 trainers for 4–7 hour workshops.  Depending on the number of participants, the workshop team may need to be decreased.
Note: It is the policy of the Annual Conference Committee that Lead Trainers and Trainers are limited to participation in one preconference workshop. Trainers selected for more than one workshop will have to choose in which workshop they will participate.
Also, when selecting trainers for your workshop, NAFSA members who are committed to leadership positions are not eligible to train at preconference workshops. These leaders are required to attend leadership meetings that take place at the same time as the preconference workshops.
1. Lead Trainer
First Name:       Middle Initial:     Last Name:      
Title:      
Office:      
Institution/Organization:      
Mailing Address:      
Bldg/Suite/Apt:      
City:       State/Province:   
 Zip/Postal Code:       Country:      
Area Code and Phone Number:       Extension:      
Area Code and Fax Number:      
E-mail:      
Bio (limit to 75 words):      
2. Trainer
First Name:      
Middle Initial:     Last Name:      
Title:      
Office:      
Institution/Organization:      
Mailing Address:      
Bldg/Suite/Apt:      
City:       State/Province:   
 Zip/Postal Code:       Country:      
Area Code and Phone Number:       Extension:      
Area Code and Fax Number:      
E-mail:      
Bio (limit to 75 words):      
3. Trainer 

First Name:      
Middle Initial:     Last Name:      
Title:      
Office:      
Institution/Organization:      
Mailing Address:      
Bldg/Suite/Apt:      
City:       State/Province:   
 Zip/Postal Code:       Country:      
Area Code and Phone Number:       Extension:      
Area Code and Fax Number:      
E-mail:      
Bio (limit to 75 words):      
4. Trainer 

First Name:      
Middle Initial:     Last Name:      
Title:      
Office:      
Institution/Organization:      
Mailing Address:      
Bldg/Suite/Apt:      
City:       State/Province:   
 Zip/Postal Code:       Country:      
Area Code and Phone Number:       Extension:      
Area Code and Fax Number:      
E-mail:      
Bio (limit to 75 words):      
5. Trainer
First Name:      
Middle Initial:     Last Name:      
Title:      
Office:      
Institution/Organization:      
Mailing Address:      
Bldg/Suite/Apt:      
City:       State/Province:   
 Zip/Postal Code:       Country:      
Area Code and Phone Number:       Extension:      
Area Code and Fax: Number:      
E-mail:      
Bio (limit to 75 words):      
X. ROOM SETUP

Choose one of the following styles.
(
	 FORMCHECKBOX 
 Rounds
	 FORMCHECKBOX 
 Classroom
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XI. DIRECT COST BUDGET WORKSHEET
Budget Guidelines: The direct cost budget is an integral part of the workshop proposal and will be carefully reviewed. Please be accurate and complete in filling out the budget worksheet as workshop fees are inclusive of all costs. Participant fees for each workshop are determined by a combination of the overall conference budget and specific workshop expenses.
A. Equipment Needed for Workshop 

The cost of your equipment may increase the participant cost of your workshop. Please be mindful when selecting equipment.

	Audio Visual Equipment

	Item
	$/Day
	Quantity
	# Days
	Budget Cost

	Podium with Microphone
	$ 50.00
	  
	  
	$     

	Head Table
	$  0.00
	  
	  
	$     

	Chairs at Head Table
	$  0.00
	  
	  
	$     

	Table Top Microphones
	$ 50.00
	  
	  
	$     

	Lapel Microphones
	$ 50.00
	  
	  
	$     

	Overhead Projector and Screen
	$125.00
	  
	  
	$     

	VCR and Monitor
	$190.00
	  
	  
	$     

	Flipchart/Easel/Markers
	$ 50.00
	  
	  
	$     

	LCD Projector and Screen (will bring own laptop)
	$550.00
	  
	  
	$     

	Total AV Expenses
	$     

	Miscellaneous Equipment Rental (i.e. bus)

	$     

	Total Equipment Costs (AV + Misc.) $      


B. Participant Materials Costs

Describe or attach electronic copies of principal materials to be used in the workshop. Give bibliographic information on books to be purchased for participants (limit to approximately 200 words).
(      
	Materials Cost Worksheet

	C1. Cost of Materials per Participant
	$     

	C2. Maximum Number of Participants
	60

	C3. Cost of Shipping Materials*
	$     

	Total Participant Materials Cost (C1 x C2 + C3 =) $     


* Shipping estimate should be based on ground shipping rates.

Please note: Reimbursement will not be provided for candy purchased for workshop participants. 
C. Workshop Team Expenses
Reimbursement will be provided for no more than 5 trainers for 8–12 hour workshops and for no more than 4 trainers for 4–7 hour workshops. Only the people listed on this budget form will receive payment for meals and lodging. If other team members are added after the workshop has been accepted, their meals and lodging may not be covered unless they are replacing an original team member.

Reimbursement Rates:


Half-day and one-day workshops:

Two-day workshops:

Meals = $64





Meals = $128

Lodging = $94




Lodging = $188
	Name
	Meals
	Lodging
	Total

	1.      
	$     
	$     
	$     

	2.      
	$     
	$     
	$     

	3.      
	$     
	$     
	$     

	4.      
	$     
	$     
	$     

	5.      
	$     
	$     
	$     

	 Total Workshop Team Expenses $      


D. Workshop Direct Cost Summary
	Total Equipment Costs 
	$     

	Total Participant Materials Costs 
	$     

	Total Workshop Team Expenses 
	$     

	Total Workshop Direct Cost  $     


Deadline
Proposals must be submitted by August 1, 2007. Please e-mail the completed form to workshopproposals@nafsa.org. For questions, please e-mail the Training Services department at this address or call 1.202.737.3699, extension 262.
9

