[image: ]
WEBINAR PLANNING TIMELINE
	When
	What
	Who

	Event: content development and submission

	Before open submission
	Lead organizers develop content outline and secure speakers.
	Lead organizers

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

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

	Event: Planning and Marketing

	Upon approval
	ISOQOL staff will notify organizers and schedule the mandatory onboarding call. 
	ISOQOL Staff
Lead organizers

	
	Onboarding call with organizers. (mandatory)
· Discuss the event’s agenda, format, and speakers
· Schedule the live event: date and start/end time
· Collect availability for the speaker planning meeting
	ISOQOL Staff
Lead organizers

	7-6 weeks before the live event
	Planning call with speakers. (mandatory)
· Discuss and finalize presentation topics
· Discuss and finalize the format
· Schedule mandatory pre-recording(s)
	ISOQOL Staff
Lead organizers
Speakers

	5 weeks before the live event
	Participant materials are due.
· Registered for event
· Signed speaker agreement
· Headshot 
	Lead organizers
Speakers

	4-5 weeks before the live event
	Open registration. Marketing begins.
	ISOQOL Staff

	1 week before the live event
	Presenters submit final slides to staff.
	Lead organizers
Speakers
ISOQOL Staff

	3-5 business days before the live event
	*Recorded* practice presentations. (mandatory)
	Lead organizers
Speakers
ISOQOL Staff

	LIVE EVENT
	Participants join 15 minutes before the start time.
	ISOQOL Staff
Lead organizers
Speakers

	3 business days after Event
	Staff will provide participants with link to on-demand recording.
	ISOQOL Staff




PROPOSAL FORM
CONTACT INFORMATION
SIG/Group (if applicable):
Contact Name (this would be the lead organizer): 
Email Address: 
WEBINAR DETAILS
Full webinar title: 
Short webinar title (less than 54 characters): 
Select the months you prefer to hold your live webinar: 
The live event date will be scheduled during the initial planning call.	
☐ February - March 		☐ May – June	 	☐ August - September 	 
Length of webinar 
☐ 60 Minutes
☐ 90 Minutes

Webinar level: 
Note: this is your recommendation and not a requirement. Registration of any level is open to all.
☐ Basic: No prior training 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. 
Select the theme that best applies to this webinar: 
☐ Theory 
☐ Methods
☐ Application: clinical research, clinical care, or policy

Potential keywords/hashtags (optional): 
Intended audience: 
Audience benefits (bulleted list): 
This webinar will provide the audience with:

Learning outcomes/objectives (bulleted list):
At the end of this webinar, attendees will be able to:

Webinar description for website/marketing materials (up to 250 words): 

If you would like to propose a different pricing structure for this webinar, please explain below.
· Regular Member/PRP/Retired: $75
· Member: Student/Special:  $25
· Non-Member: $100


Participant Details
Please make sure to have the contact details for the listed participants. 
Moderator
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Is there a second moderator? 
☐Yes 
☐No 
If yes, add the 2nd moderator’s details below:
Moderator
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Discussant (optional)
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Speaker: 
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Do you have additional speakers? 
☐Yes 
☐No 
If yes, add additional speakers’ details below:
Speaker:
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Speaker: 
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Speaker: 
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 

Speaker: 
Full Name:
Professional Degree:
Title: 
Primary Affiliation: 
State and Country: 
Email address: 
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