WEFTEC® 2027
Workshop Proposal Form
Chicago, IL USA | September 25 – 29, 2027
PROPOSAL DUE DATE: December 7, 2026

Before submission, the workshop chair should complete the Workshop Checklist Form and each listed facilitator should complete Facilitator Participation Form.
  
SECTION 1: TITLE 
10 words or less.

SECTION 2: SPONSORS
List only those who you have confirmed sponsorship from.
1. Proposed Primary Sponsor(s) and/or Sponsoring WEF Community:

2. (Optional) Secondary Sponsor:

SECTION 3: WORKSHOP LEADERS

Workshop Chair
1. Name:
2. Company/Institution:
3. Phone:
4. E-Mail:
5. Brief summary of workshop leaders relevant experience:
Workshop Co-Chair or Vice Chair
1. Name:
2. Company/Institution:
3. Phone:
4. E-Mail:
5. Brief summary of workshop leaders relevant experience:


SECTION 4: WORKSHOP FACILITATORS
Add more facilitators needed. We consider ALL speakers as facilitators. Provide all the requested information. 
Make sure ALL facilitators/speakers complete their online confirmation of participation. If you are over the limit as set forth in the guidance document (which does not include chair and vice chair), please explain why you need the additional facilitators.

Total Number of Facilitators (including Chair/Co-Chair): 

Facilitator #1
1. Name:
2. Company/Institution:
3. Email: 
4. Topic and Expertise:
Facilitator #2
1. Name:
2. Company/Institution:
3. Email: 
4. Topic and Expertise:
SECTION 5: DESCRIPTION OF WORKSHOP
Maximum of two pages.

SECTION 6: SHORT DESCRIPTION
75 words or less for workshop marketing and promotion. 

SECTION 7: LEARNING OBJECTIVES 
Ensure your objectives follow the PDF guidance document which is online.

SECTION 8: INTERACTIVITY
Please provide highlights of the activity, engagement, and discussions that will comprise the interactivity for each Agenda Item.

1. Describe the Interactive Components of the Workshop.

2. How does each portion of the interactive component support the topic in the agenda?
SECTION 9: If this has been presented at WEFTEC before, what improvements/changes have been made?


SECTION 10: TARGET AUDIENCE
 Who should attend your workshop? 


SECTION 11: Are there any Prerequisites for the Workshop?


SECTION 12: MATERIALS FOR THE DAY
Please briefly describe what format your handouts will take and how they will support the learning activities that will take place. (WEF no longer prints the PowerPoint presentations and expects each workshop to create a workbook that enhances the learning experience and increases the retention of the material.



SECTION 13: DAY AND TIME OF WORKSHOP

1. Select Workshop Day: ☐ Saturday 	☐ Sunday 
2. Please attempt to avoid conflicts with the following WEFTEC® events: 

3. Workshop Length: 	
☐ Half Day - Morning (8:30 a.m. – 12:00 p.m.)
☐ Half Day – Afternoon (1:30 p.m. – 5:00 p.m.)
☐ Full Day (8:30 a.m. – 5:00 p.m.)
SECTION 14: ATTENDANCE INFORMATION
1. Estimate number of anticipated attendees: 
2. Is there a maximum number of people who can attend this workshop?
☐ Yes
If yes, how many: 
If yes, explain the reason for the limit:

☐ No      
SECTION 15: AUDIO VISUAL

	Note: Select your A/V carefully as this impacts the cost of your workshop.  We price your workshop based upon the information below and cannot easily add items that cost additional money. Once this information is confirmed, you will NOT be able to order additional equipment later in the summer or onsite at WEFTEC.  If you have any questions, please call Mary Ann Linder at 1-703-965-3693.



The standard Audio-Visual equipment set-up includes an LCD Projector, Screen, Presentation Laptop, and a Podium with Microphone.

1. Additional Microphone(s) for presenters 
☐ Wireless Lavaliere Microphone  Number Requested: ______ 
☐ Tabletop Microphone  Number Requested: ______ 
2. Additional Microphone(s) for audience participation
☐ Aisle Microphone  Number Requested: ______ 
☐ Handheld Wireless Microphone  Number Requested: ______
3. ☐ Flip Chart Package (includes one stand, one pad of paper and markers)   Number Requested: ______
☐ Additional Flip Chart Paper Pad  Number Requested: ______   
☐ Additional Markers  Number Requested: ______
4. ☐ Monitor(s): Number Requested: _____
5. ☐ Additional Laptop(s): Number Requested: _____ 
(Monitors and laptops are for demonstrations, exercises, etc. Computer rentals are very expensive.  If possible, please ask facilitators to provide additional computers for running exercises, etc.)
6. ☐ Charging Stations 
(Due to convention center fees, we can no longer provide individual outlets for each attendee.  Charging stations will be at the back of the room and attendees are encouraged to bring a fully charged computer.)


SECTION 16: INTERNET
Basic Wi-Fi will be available in convention center meeting rooms (1Mbps to 2Mbps bandwidth per connected device). Additional hardwired connections and greater bandwidth Wi-Fi is cost-prohibitive and will not be considered unless justified below. Please note, requesting one starts a discussion and does not guarantee a hardwired connection. 

Does the presentation management laptop need a hardwired internet connection to accommodate large data downloads/uploads and/or streaming media?

☐ Yes	
If yes, please explain why you need this: 

☐ No

SECTION 17: MODELING WORKSHOPS
1. Is this a modeling workshop?	
☐ Yes	 
☐ No
2. If yes, will participants need to bring their own laptop and download software for the modeling exercises?
☐ Yes	
☐ No
3. Please describe the plan to get the modeling software on the attendees’ laptops, if applicable. 


SECTION 18: EXHIBITOR EQUIPMENT NEEDS

☐ I DO need special equipment for this workshop that will need to be shipped or obtained from an exhibitor at WEFTEC 2025. 
(If checking this- please contact Kabrea Tyler at ktyler@wef.org. You must contact her prior to January 1, 2025 as this may impact your costs!)

☐ I DO NOT need special equipment for this workshop that will need to be shipped or obtained from an exhibitor.



SECTION 19: ROOM SETUP

1. Presenters / Facilitators Seating:
☐Head Table (panel discussion): Number of Chairs (4 maximum): ____
2. ☐ Additional Table(s) for Facilitators (Only if facilitators will not be seated at participants’ tables)
Number of Tables: ____
3. [bookmark: _Hlk137204963][bookmark: _Hlk137205069]Attendee Seating:
☐ Classroom Style (rectangular tables with chairs)
☐ Rounds Tables (8 to 10 chairs) 
☐ Crescent Rounds (round tables set with 6 to 7 chairs) 
☐ Special Setup 
(If workshop requires a special set up because of equipment displays, laboratory demonstrations, computers, etc., you must attach a diagram showing exactly how the room is to be set.)




SECTION 20: AGENDA
Networking Breaks and Lunch Breaks are standard timing for all workshops to meet convention center coffee breaks and lunch times. Please make sure to include them in your agenda with the times listed in the current agenda below.

	TIME
	TOPIC/ACTIVITY
	FACILITATOR AND AFFILIATION
	FORMAT of ACTIVITY
	OUTCOME of ACTIVITY

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	10:00 – 10:30AM
	Networking Break
	
	
	

	
	
	
	
	

	
	
	
	
	

	12:00 – 1:30pm
	Lunch Break
	
	
	

	
	
	
	
	

	
	
	
	
	

	3:00 – 3:30pm
	Networking Break 
	
	
	

	
	
	
	
	




