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Virtual Symposia Planning Timeline
	When
	What
	Who

	Event: Content development and submission

	Before open submission
	Event organizers develop session outline. 
	Event organizers

	During open submission 
	Event organizers complete the topic proposal form.
	Event organizers

	After submission close 
	Topic Selection Subcommittee reviews proposals to provide approval and/or feedback.  (about 2 weeks for review)
	Topic Selection Subcommittee 

	Event: Planning
* Does not meet consecutively.

	Initial 10 months
	· Reviewing and building the program details.
· Brainstorming and inviting speakers.
	Co-Chairs
ISOQOL staff

	Remaining 6 months
	Co-chairs, speakers, and ISOQOL staff meet monthly to finalize presentations and session details.
	Co-Chairs
Speakers
ISOQOL staff

	Live Event
	· Co-chairs attend the full event to moderate the sessions.
· Speakers attend their full session to participate in the live attendee engagement portion.
· ISOQOL staff attend the full event to manage all logistics.
	Co-Chairs
Speakers
ISOQOL staff



Items to consider when proposing a virtual symposium:
As much as possible, incorporate these responses in your proposal:
· Why was the content chosen and how is it relevant to ISOQOL’s mission/vision ?
· How does this proposal differ from, or build upon, previous virtual symposia topics and ISOQOL webinars with similar content?
· What steps are taken to ensure state-of the-art concerns and methods are included?

If you need help finding speakers or fine-tuning a topic, Teamwork is a great resource for seeking help from fellow members. Many SIGs use the message thread feature in Teamwork to develop webinars. Please contact ISOQOL staff at info@isoqol.org if you need help accessing Teamwork or joining a SIG.


PROPOSAL FORM
Contact Information
By submitting this proposal, you are indicating that you will be a Co-Chair for the event.

Submitter's Full Name:
Professional Degree(s):
Primary Affiliation:
Email Address:
Names and email addresses of one to two additional symposium co-chairs:
All co-chairs must be current ISOQOL members.

Virtual Symposium Details
Symposium Title:
Select the month(s) you prefer to hold your live virtual symposium:
The live event date will be scheduled during the initial planning call.  
☐ May		☐ September
Describe the topic/theme and why it is relevant to the ISOQOL audience:
Level of experience needed: 
Note: this is your recommendation and not a requirement. Registration for a symposium of any level is open to all.
☐ Basic: No prior training is needed to understand the content.
☐ Intermediate: Some prior training or work experience relevant to the topic is recommended to aid in understanding of the webinar content. For example, for an intermediate webinar on PROs, it may be helpful to first complete a beginner course such as the ISOQOL Intro to QOL and PRO course, or to have some experience working with PROs. 
☐ Advanced: Substantial prior training or work experience relevant to the topic is recommended to aid in understanding of webinar content. For example, for an advanced course on psychometrics, it may be helpful to first complete intermediate-level psychometric training or have more than one year of work experience in psychometrics. Note that this is a recommendation and not a requirement.

Is this topic regional? ☐Yes	☐No	
If yes: Please indicate why and the region of the greatest interest.

Category area (select all that apply) 
View category descriptions here: https://www.isoqol.org/what-is-qol/#hrql-areas 
☐ Theoretical Work
☐  Methodological
☐  Application: Clinical Research
☐  Application: Clinical Care
☐  Application: Policy

Outline how each category (selected above) will be addressed (Max: 500 words): 

Intended audience(s): (select all that apply)
☐  Academics
☐  Clinicians
☐  Consultants
☐  Industry
☐  Patients/Advocacy
☐  Early Career
☐  Mid-career
☐  Late Career
☐  Other

Symposium Synopsis

Symposium synopsis (Max: 500 words): 

Interactive Component Options (select all that may apply)
 Will finalize during planning with staff.
☐  Breakout Groups
☐  Live Q&A
☐  Poll Questions
☐  Chat

Foundational Training add-on (optional) [Branching]
The symposium may benefit from covering foundational material that is well-known by a majority of the targeted audience but is not common knowledge for a specific stakeholder. In these instances, organizers should consider a 20-30 minute presentation covering the foundational knowledge needed by this stakeholder. This presentation will be pre-recorded and released on-demand to the audience, one week prior to the live dates of the symposium. 
Will there need to be a foundational training session before the symposium for better understanding?
☐  Yes
☐  No
☐  Maybe

If yes or maybe: Please explain. 
Symposium Organization

How will the symposium be formatted: (e.g., plenaries, breakouts, case studies; general format of the meeting).
Provide an outline for each session:
There is a minimum of 4 sessions in total and a maximum of 8 sessions in total.
An average session is no longer than 60 minutes, with the full symposium spanning over the course of 2-3 days.

Proposed number of sessions:
☐4	☐5	☐6	☐7	☐8

Session 1: Outline
Include: Session title, Session description, Session objectives
Max: 500 words
Session 1: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.

Session 2: Outline
Include: Session title, Session description, Session objectives
Max: 500 words
Session 2: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.
Session 3: Outline
Include: Session title, Session description, Session objective
Max: 500 words
Session 3: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.

Session 4: Outline
Include: Session title, Session description, Session objective
Max: 500 words
Session 4: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.
Session 5: Outline
Include: Session title, Session description, Session objective
Max: 500 words
Session 5: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.
Session 6: Outline
Include: Session title, Session description, Session objective
Max: 500 words
Session 6: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.
Session 7: Outline
Include: Session title, Session description, Session objective
Max: 500 words
Session 7: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.
Session 8: Outline
Include: Session title, Session description, Session objective
Max: 500 words
Session 8: Potential Speakers	
List potential names, affiliations and brief description of expertise of the speakers you intend to invite.
No CVs please.
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