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AAEA Workshop Proposal Template

AAEA Symposia focus on a specific theme within the field of agricultural and applied economics and last for two to three days with expected attendance ranging from 50 to 150 participants. If needed, AAEA will provide logistical support for approved symposia. The organizing committee will ensure high quality content and will secure outside funding if the latter is needed in order to bring in plenary speakers, etc. The precise format of each AAEA Symposium will be determined by the organizers, but should include a mix of plenary speakers, parallel sessions and potentially poster sessions as well.

If your proposed event fits this description, please use the template below to submit a proposal for consideration by the AAEA Board. Please refer to the AAEA Professional Workshops page or the AAEA Endorsed Events page for information about other event formats that the AAEA Board may develop
Workshop Title – Title of the workshop as it should appear on promotional materials 

Date, Time & Location – Tentative date, time, and location for the proposed Workshop. This can be modified as the planning process continues. 

Workshop Organizing Committee (at least 2) – Please provide the full name, affiliation, and email address for each individual. 

Participating Organizations & Proposed Responsibilities/ Roles – Please indicate any other organizations that will be working with the Organizing Committee on the Workshop and what their roles and responsibilities will be. 

Topic/ Overview – Please describe the specific theme or topic that will be the focus for the Workshop and explain why this topic is well-suited for the Workshop format. 

Program Outline – A brief outline of how the program will be structured, including sessions, breaks, and other activities such as networking. 

Targeted Audience and Expected Attendance – Please indicate who and how many people would be interested in this Workshop. 

Potential Funding – Please indicate any additional sources of funding that the Workshop may be soliciting. 

Registration Rates – Please indicate the proposed registration rates for the Workshop. Depending on the final budget for the Workshop, these may change. 

Targeted Publications & Communication Strategy – Please tell us of any publications that will be approached regarding content generated by this workshop.
Budget – Please provide a detailed proposed budget. Below is a sample budget that may be used. All items included may or may not be necessary, please budget for all expected income and expenses.
	Expected number of participants
	 
	 

	Income
	 Per Participant 
	Total Amount

	Sponsorship
	 
	 

	Registration Fees 
	 
	 

	  TOTAL
	 
	$0.00

	Expenses
	 Per Participant 
	Total Amount

	Facility Rental (meeting space)
	 
	 

	Audio Visual (laptops, LCD projectors, mics, etc)*
	 
	 

	Other Meeting Equipment (poster boards, signs, etc)
	 
	 

	Online Registration and Conference Website
	 
	$400.00

	Printed Program
	 
	 

	Meeting Supplies (misc)
	 
	 

	 
	 
	 

	Invited Speakers (travel, honorarium)
	 
	 

	 
	 
	 

	Meal/Break Options**
	 
	 

	  Opening reception
	 
	 

	  Breakfast
	 
	 

	  Breaks
	 
	 

	  Lunch
	 
	 

	  Dinner
	 
	 

	 
	 
	 

	AAEA Administration (Required if AAEA is handling all logistics)
	 
	$5,000.00

	AAEA Staff Onsite Support (travel expenses)
	 
	 

	 
	 
	 

	  TOTAL
	 
	$5,400.00


*Audio/Visual Requests

Please check the boxes below for each of the items you would like your Workshop to include. When applicable, please provide more information on your selection.

NOTE: The cost to provide these items will be directly reflected in the registration fee for this Workshop.

 Standard A/V Set (Screen, Projector, Podium, Microphone)

 Laptops (please indicate how many are needed): 






 Additional Computer Equipment: 








 Attendees Will Be Required to Bring Their Own Laptops

 Flip Charts

 Internet Access
 For all attendees
 For organizers only
 Other: 











_________________________________________________________________

* *Meal/Break Options
Food and beverage tends to be one of the biggest variable costs when organizing an event. To help us get a better idea of the food and beverage needs for this event, please provide the information below.
Please check the boxes below for each of the items you would like your Workshop to include. When applicable, please provide more information on your selection.

NOTE: The cost to provide these items will be directly reflected in the registration fee for this Workshop. The options are listed in order from least expensive to most expensive.

Opening/Closing Reception

 Heavy Hors d'Oeuvres
 Light Hors d'Oeuvres
 Open Bar

 Cash Bar
 Other: ______________________________________________________________
Breakfast

 Coffee and Tea Station

 Assortment of Pastries (Muffins, Danishes), with a Coffee and Tea Station

 Breakfast Buffet, Including a Hot Meal Selection, with a Coffee and Tea Station


 Other: 








Breaks:
 Morning      Afternoon      Both

 Coffee and Tea Station


 Assorted Soda and Bottle Water, with a Coffee and Tea Station


 Light snack with a Coffee and Tea Station


 Other: 











Lunch


 Boxed Lunch for Each Attendee


 Working Lunch Option

 Formal Plated Lunch


 Other: 











Dinner

 Formal Plated Dinner

 Buffet Style Dinner

 Other: ______________________________________________________________

AAEA staff will work with you to develop a budget for your Workshop, and will do their best to have it meet that budget.  Any changes to the Workshop after the fee has been published may not be granted due to budgetary restraints.
AAEA staff will work with the organizers to promoter this Workshop to all appropriate audiences. If there are audiences outside of the AAEA membership that you would like to reach, please include that information in the Target Audience section of this template.
