IWEA Event Checklist

Committee Responsible: 
Title of Seminar:
Event Contact Person from Committee:
Email:
Phone:
Date of Event:
Time of Event:
Location of Event, including address:
Cost of Event (use budget worksheet):

Description of event for flyer
Purpose/Overview: 
Who should attend:

Agenda:
	Time
	Title
	Speaker
	CEU

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total number of contact hours requested
	



Presentation and Presenter Information

Presentation #1 (copy this section for each presentation)	
Title:
CEUs requested:
Time of presentation:
Short Narrative:
Instructor/Presenter:
Company:
Mailing Address:
Phone:
Email:
Biographical Information
Education:
Experience:







