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Seminar Proposal Form

This form addresses the following aspects of your proposed program: 


•
overview of subject matter and seminar objectives 

•
target audience

•
seminar content (topics)

•
benefits of attending 

•
teaching methods

•
seminar leader(s)

•
class size and duration

For many items, examples that are drawn from a variety of our existing brochures are included. (Seminar subject or title is given in parenthesis following each example.) 
Please note that all angles are important. The combination of them allows us to: 

•
understand your objectives in teaching the course 

•
have clear and complete information about the content, 
the process, and benefits to participants

•
maximize the selling power of our marketing brochure 

•
keep both you and our customers satisfied 

Do not worry about using perfect, polished English—it is your ideas and information that matter (although pearls of prose are appreciated too...). We will work with you to ensure the finished brochure reflects both your intent and our clients' needs. 

If you have previous brochures on the subject, or excerpts from a workbook that you would like us to use in the marketing brochure, please attach. 

1.  Subject Matter
a)  What is the main seminar topic? Do you have a suggested program title?

b)  If your topic is on a specific technology, concept and/or procedure (e.g. executive information system, total quality management, conducting a marketing audit) briefly describe what it is/ what it does/ or why it is important.

c)  List one or two overall seminar objectives. In general terms, what are the most important concepts the seminar will convey?

examples:
•
to help managers enhance their effectiveness as leaders, and to increase the results they achieve with people (Management Achievement Program)

•
to examine profit sharing and gain sharing incentive plans as a key to improved motivation, productivity and profits (Profit Sharing and Gain Sharing)

•
to allow participants to practice and sharpen their skills of interpersonal communication (Communication Skills)

2.  Target Audience
a)  Who precisely is your intended audience, in terms of job titles, functions and environments or situations?

examples:
•
CEOs and their senior corporate planning executives (Strategic Planning)

•
sales managers responsible for outbound sales activities (Sales Management)

•
senior and middle managers of city and district municipalities (Project Evaluation for Local Governments)

•
middle managers who wish to take on more challenging and responsible roles as leaders in their work group (Cutting Edge of Leadership) 

b) What people have you spoken with to date, regarding their interest in this program? 

c)  Can you think of ways to reach this audience? i.e. trade publications/professional associations; personal contacts who may be able to help

3.  Seminar Content
a)  Give a list (in point form) of specific seminar topics. If possible, give subheads that describe a general category, and then list below it some specific components. Note: Seminar topics represent the simple facts of what you plan to cover (the "features"). 

examples:
(from "Self-Managing Work Teams"):
(from "Strategic Analysis for
 
 Competitive Advantage"):

Starting Your Team 

• your first meeting
Corporate and Competitive Strategy

• building a collective mission
• corporate vs. competitive strategy

• reorganizing the workplace   
• corporate diversification

• establishing common values

• vertical integration

  and philosophies
• joint ventures

b)  Is there anything we should state the seminar will not cover? (Complete this section if you think participants may expect something you do not intend to deliver)

examples:
"This seminar will not focus on the Labour Relations Code." (Employment Law)

"Please note that the seminar will not deal with the technical aspects of hazardous waste disposal. Rather, the intent is to show the role that hazardous waste plays in the main waste stream, and how to develop policies that incorporate it within a comprehensive waste management plan." (Solid Waste Management)

c)  What, if anything, distinguishes your seminar from others being offered on the subject? Is there any particular slant or angle you want to play up? 

example: 
This seminar shows each participant how to personalize a time management system that reflects how his or her own mind works--as opposed to giving everyone a standard daytimer (Time Management)

4.  Benefits of Attending
a)  Briefly, what problems and concerns do participants face in the workplace, that are of relevance to this seminar? 

examples: 
"In these lean times there is simply no money to waste on sloppy warehouse layout, incomplete records or haphazard inventory. Every aspect of physical distribution must be tightly controlled to ensure optimum productivity. Anything less means wasting money your company cannot afford to lose." (Optimizing Warehouse Operations)

"Of all the factors affecting your success as manager, few are as important as your ability to manage time constructively. How it is managed reflects directly on your productivity, morale, and bottom-line performance." (Time Management)

"One of the most serious causes of communication breakdown is poorly written reports. People often dread writing them because they know that report writing can be a painful and unrewarding experience. And, as everyone who has read one knows, bad reports cost money and waste time." (How to Write Effective Reports) 

b)  How will the seminar address the concerns described in 4a? Please list about 10 benefits of attending the seminar. Note: this is not a simple descriptive list of topics covered (that came earlier!) Instead, we need you to tell us how the seminar will make people more effective in their jobs, or "what's in it for them." In other words, "Benefits" are not simple facts. They are a description of how these facts are applied in the work setting, and how that application increases a person's job effectiveness, saves money and time, etc.

Keep in mind that the more closely you address specific problems and concerns, the greater the appeal of the seminar will be. 

examples:
You will learn how to:

•
blend your technical and managerial skills and functions so you become a more powerful manager (Engineer as Manager)

•
formulate and implement credible, workable operating plans that will help you achieve your desired strategic objectives (Implementing the Strategic Plan)

•
motivate others to heighten their achievement levels (Management Achievement)

•
sharpen your ability to identify and evaluate opportunities (Entrepreneurship)

•
gain share and increase revenue through responsive customer service (Logistics)

•
avoid getting overcommitted to a losing course of action (Negotiation Strategies)

•
inspire others to meet the challenges of rapidly changing organizations (Cutting Edge of Leadership)

5.  Teaching Methods
a)  If you will be doing anything other than straight lecture, describe the teaching methods you will use during the seminar. If it is "hands-on", please say so.

examples: 
"This highly participative program combines video, role plays, group exercises, films, case analyses and brief lectures to explore the skills that successful managers need today." (Essential Management Skills)

"The seminar format is highly interactive, with about 20 lectures, exercises, panel and group discussions that encourage networking among participants and members of the entrepreneurial community. Learning is also facilitated by drawing on the experiences and business ideas of participants." (New Venture Creation)

b)  Our marketing research tells us that opportunities to network/ discuss issues freely with other attendees is very important to our participants. How to do propose to build opportunities for interaction into your program agenda?

c)  Will the seminar offer any special features? Examples include special computer sessions, worksheets that participants will take home with them, videotaped feedback, etc.

examples: 
"You'll receive worksheets and forms for calculating the costs of your present inventory and how those costs would change with improved inventory management." (Inventory Management)

"You will engage in simulated negotiations which will be videotaped. You will then review your negotiations with the seminar leaders, to identify errors and build on strengths." (Skillful Negotiator)

6.  Seminar Leader(s)
a)  Please provide a paragraph on your background and qualifications. Why are you uniquely qualified to deliver this seminar to this audience? Include industry experience as well as any academic qualifications. Feel free to brag--we want to know all! (If necessary, we will supply the modesty in final copy). A paragraph should be provided on each seminar leader. (Note: if you have done a seminar with us before, we have a bio on file--you can simply update it when we send you the draft brochure copy.)

b)  Will there be any guest speakers or facilitators? Write a brief biography for each one, listing their qualifications.

7.  Class Size and Duration
a) What is the maximum class size? 

  (please note that class size maximum cannot be less than 24

   participants)





 participants

a) How many days will the program run? (check one)


2 days 



3 days 
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