University of Illinois at Springfield
ECCE Speaker Series Proposal Form

Directions:  Please complete all sections of the form below and email the completed form to Kimberly Craig (kcrai01s@uis.edu).    If you have any questions, contact Kimberly at 206.6245.  All proposals will be reviewed by the Office of Undergraduate Education and assessed for relevance to ECCE.  Those proposals with a strong tie to ECCE will be forwarded to the General Education Council for review and approval. 

Requestor’s Contact Information:
	Date of Request:  
	     

	Requestor’s Name:
	  

	UIS Department / Affiliation:
	     

	Requestor’s Email Address:
	     

	Requestor’s Phone Number:  
	     


Event Information: 
	Type of ECCE Speaker Series Proposal

See instruction sheet  detailing each proposal type.
	 FORMCHECKBOX 
 Participation Proposal (No budget information required.)
 FORMCHECKBOX 
 Co-Sponsorship Proposal (Budget information consists of specific contribution requested.)
 FORMCHECKBOX 
 Full Proposal (Full budget required.)

	Requested semester for event: 
	 FORMCHECKBOX 
 Fall     FORMCHECKBOX 
 Spring     FORMCHECKBOX 
 Summer      Calendar Year:       

	Event topic:
	     

	Event type:  

Lecture, panel, workshop, film, etc.

Reminder: all events must have a discussion component.
	     

	Presenter’s Name(s): 
	     

	Tentative Event Title:
	     

	Description of presenter / event

Include links to presenter’s  website and / or information about presenter.  

Please attach a copy of presenter’s vita with this proposal.   
	     

	Presenter’s contact information:

Email address, phone number, agent’s name & contact information, if applicable
	     


ECCE Relevance: 

Briefly describe how event ties into one or more of the ECCE themes and / or ECCE courses taught during the corresponding semester.  For ECCE courses taught during a given semester, refer to the General Education website (http://www.uis.edu/generaleducation/transfer/ECCE.html).  The ECCE themes are:

· Recognize the social responsibility of the individual within a larger community. 

· Practice awareness of and respect for the diversity of cultures and peoples in this country and in the world. 

· Reflect on the ways involvement, leadership, and respect for community occur at the local, 
regional, national, or international levels. 

· Identify how economic, political, and social systems operate now and have operated in the past. 

· Engage in open-minded and ethical decision-making and action. 

· Distinguish the possibilities and limitations of social change.

	ECCE Relevance: 

     



Event Details:

	Requested date of event:

Ballpark is fine
	     

	Preferred event time:  

Morning, lunchtime, afternoon, evening, weekend)
	     

	Preferred venue:  

(Brookens Auditorium, PAC conference room, etc.)
	     

	List potential / probable event co-sponsors: 
	     

	Has initial contact been made to presenter to gauge willingness / interest to come to UIS? 
	 FORMCHECKBOX 
 YES  

 FORMCHECKBOX 
 NO

	Most ECCE Speaker Series events are presented via live webcast, recorded for public video on demand, and distributed on DVD.  (ECCE Speaker Series will cover the webcast and recording costs.) In order to webcast and record an event, each presenter must sign a media consent.  Do you anticipate issues recording this event?

	 FORMCHECKBOX 
 NO 

 FORMCHECKBOX 
 YES          Explain:      



Additional Notes: 
	List any additional notes or comments  about the event and / or this proposal: 
     



NOTE:  ECCE Speaker Series does not arrange classroom visits, faculty meetings / workships or meals with the presenter(s).  We do, however, encourage you and / or your department to make these arrangements on your own.  We certainly want you to make the most out of your presenter’s visit to our campus!

ECCE Speaker Series Funding Requested:  

	
Participation Proposal:                          No budget information needed.  This completes your proposal form.



	
Co-Sponsorship Proposal:                   List the amount of funding requested from ECCE Speaker Series: $     
                                                             No additional budget information required.  This completes your proposal form.

	Full Proposal:                                       Continue to the next page and complete the budget worksheet.  





Preliminary Speaker / Event Budget Worksheet:   Costs & Considerations

Note: This worksheet is to be completed ONLY for a Full Proposal.  The purpose of this worksheet is to estimate the total costs for your event.  It is understood that these costs (other than honorarium) are approximate.  
	HONORARIUM / SPEAKING FEE

	Honorarium / Speaking Fee:

ECCE Speaker Series does NOT reimburse presenters for meal expenses, nor is a meal allowance or per diem given.  If presenters expect to have their meals covered, please figure these costs into the honorarium / speaking fee.
	Honorarium / Speaking Fee: $     


	TRAVEL EXPENSES

	Number of presenters traveling to UIS:
	Number of presenters traveling to UIS:      

	From what city / state will the presenter(s) travel?
If more than one person traveling from different locations, please list all starting locations
	City / airport  from which presenters will travel:       

	Approximate airfare: 

Please get airfare estimates from Expedia or another online travel site
	Approximate airfare:  $     

	Ground transportation to / from hotel from airport:  

How will presenter get from airport / train station to the hotel?  For example, cab ride from Springfield airport? Are you going to pick the presenter up person at the Bloomington airport?  Will the presenter take a shuttle from the St. Louis airport?
	Approximate ground transportation costs:  $     

	Approximate mileage if presenter driving OR if you are going to transport presenter 

Number of miles  * 48.5 cents / mile


	 Approximate mileage costs: = $     


	LODGING

	Hotel costs:  

Figure government rate * #  nights * number of rooms


	 Nightly Hotel Rate:  $       

Number of Nights:          

Number of People:          

Estimated total hotel costs: $     



	OPTIONAL POST– EVENT RECEPTION

	Costs for Optional Post Event Reception:  

Consult the UIS Food Service catering for menu options and pricing:  http://www.uis.edu/foodservice/menus/catering/index.html 

FYI: Reception for 60 w/ finger food & punch = @$200
	Approximate reception food costs:       

	PROMOTION

	Ad / Flier Design: 

FYI: one hour Campus Services graphic design @  $60
	Approximate design costs:  $     

	Advertising Costs:

For example: Small  SJR ad (3” *4.5”) = $378

Small Illinois Times ad (4.94” *2.69”) = $175
	Approximate advertising costs:  $     

	Printing costs for posters, fliers, event program, etc.  

Consult Campus Services at 206.6776 for printing / duplicating costs.
	Approximate printing costs:  $     

	OTHER COSTS

	Other costs:  

For example, film rights, room space if requesting Studio Theatre, etc.
	List potential additional costs:       
Estimated additional costs: $     

	TOTAL EVENT COST

	TOTAL  ESTIMATED  EVENT  COST:
	Total estimated event cost $     


