**Please complete a separate form for each workshop

**Save completed form as “workshopname.doc” and e-mail to quill@bmts.com
**Inventory update & review will be done in February, June & October each year
**QUILL will forward updated inventory to streams, sectors & regional networks

Tips for filling in this form

Use the Tab key to move from one field to the next.

Workshop Title: this is how your workshop will be identified in the inventory
Workshop available for: who is the suggested audience?  LBS, general public, etc.

Facilitator/contact information table:  pretty straightforward…
Brief Description: please limit this to 25 words or less.
Full Description: include details such as workshop style (lecture, interactive,…) preferred room setup, length of session, minimum/maximum number of participants, and other information that would be helpful
Fee Details: please provide an approximate fee range, allowing some room for inflation.   For travel costs, indicate whether those are in addition to the workshop fee, and if so, from what community travel will be charged.
Equipment needed for delivery: list equipment that needs to be provided for you e.g. LCD projector


Special requirements for delivery: e.g. computer lab, sound system
Facilitator Bio: please limit this to 50 words or less
References: provide name & contact information for two references who will be able to speak to your ability to present this particular workshop. 
Workshop title:       
Workshop available for:      
Facilitator:       
	Organization (if applicable)
	     

	Address
	     

	Phone number(s)
	     

	Fax
	     

	E-mail
	     

	Website
	     


Brief Description:      
Full Description:      
Fee Details:      
Fee includes copies & handouts


 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No

Master copy provided



 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No


Includes travel




 FORMCHECKBOX 
Yes

 FORMCHECKBOX 
No

Travel costs extra from       

Equipment needed for delivery:


     
Special requirements for delivery: 

     
Facilitator Bio: 
     
References:
1
     
2
     
