CIfA groups toolkit

GT5.1 Event and workshop proposal form


Events and workshop proposal form and general proposal form
Running events and workshops with CIfA
CIfA is keen to help support our groups, registered organisations and individual members run successful events and CPD workshops for both members and non-members of the Institute. Courses and events are run under the umbrella of CIfA Training and Professional Development programme, and will be managed and delivered by individual groups (or members where appropriate) with the support of CIfA staff. All courses will be promoted via our website and other communications (eg member and RO bulletins).
What we can do to help

Workshops will form part of the CIfA Training and Personal Development programme, and will feature in bulletins and on the website. To help advertise the course, we will put a flyer together using our house style, and depending on the type of event or workshop we can also provide name badges, certificates of attendance (if learning aims are identified), feedback forms and any paperwork you provide on the day. 

What we need from you

In order to start the ball rolling, we need you to provide us with some basic facts about your event or workshop (see proposal form below), including more specific details for running particular types of events (such as NOS related learning outcomes for CPD workshops) and estimated costs. If we think your outline fits the bill, we will get in touch to discuss the workshop/ event with you in more detail. We have an event checklist to help event organisers, and in order to get as much exposure as possible for your course, it is important to give yourself at least 6 months from initial proposal to the date of the workshop you have planned – this means you have plenty of time to fine-tune the workshop outline and to guarantee the trainers and venue you want. It also gives us time to promote your workshop as widely as possible. 

General proposals for funding, eg projects and equipment

If your committee requires any other type of funding, please use the second part of the form and again include all the relevant information to help us to agree it more easily. This is to allow for any project work or research that may need funding or for any equipment, for example display boards or video conferencing.
Please send this form, completed, to your CIfA group coordinator (Jen Parker Wooding jen.wooding@archaeologists.net, Anna Welch, anna.welch@archaeologists.net or Lianne Birney, lianne.birney@archaeologists.net).
GT5.1 Events and workshops proposal form
	Group name and main contact for this proposal

	

	Course title [eg the short title]

	

	Summary [c.250 words which sum up what the session is about; how does it relate to your group aims and business plan?]

	

	Training providers [Basic and short biography of those giving the training, with contact details where appropriate] 

	

	Date and location [When are you planning to run the course? Have you got a location in mind, eg the town or city]

	

	Indicative costs, estimated number of attendees and how much they will pay to attend [Will there be running costs associated? These may include travel expenses for training providers, catering (teas, coffees, lunch for a full day), venue hire, equipment, and printing. What will you be charging for the event/ course? NB If supported, you will be asked to provide a detailed budget – this is just an indication]  

	

	Benefits [How will this event benefit CIfA and group members? Will it help recruit new members, or does it benefit the profession more generally?]

	

	Outcomes [What are the learning outcomes? (See Smart CPD document) Will there be any publication or articles linked to the event, or will it result in updates in CIfA publications (such a professional practice paper/fact sheet, Standard and guidance etc)?]

	


Please send this form, completed, to your CIfA group coordinator (Jen Parker Wooding jen.wooding@archaeologists.net, Anna Welch, anna.welch@archaeologists.net or Lianne Birney, lianne.birney@archaeologists.net).
GT5.2 General funding proposal form
	Group name and main contact for this proposal

	

	Summary of request [c.100 words which sum up what the funding is for; how does it relate to your group aims and business plan?]

	

	Amount requested [A one off cost or annual]

	

	Benefits [How will this benefit CIfA and group members? Does this relate to your group business plan? Will it help the committee to carry out their role more successfully?]

	


Please send this form, completed, to your CIfA group coordinator (Jen Parker Wooding jen.wooding@archaeologists.net, Anna Welch, anna.welch@archaeologists.net or Lianne Birney, lianne.birney@archaeologists.net).
