INCOSE 2003 - Tutorial Proposal Submission Form
Please delete the sample and instruction text as you fill out each item.

The Tutorial FAQ Page has some items that might assist you with filling out this form - look for the Tutorials area at the INCOSE 2003 website http://incose.org/symp2003.

Contact Details:

Name(s): 
First Name then Last Name of each presenter

Employer /
Business Affiliation:


Address:
Enter your preferred contact address for the receipt of INCOSE 2003 correspondence.

Telephone:
Please use the following format
+International area code 
National area code
Telephone number  

Fax:
Please use the same format as that for your telephone number.

E-mail:


Instructor Details

Presenters Biography: 
Enter a brief biography for each presenter.  Try and keep this to about 200 words or less per presenter.



Past Presentation Experience
Enter a brief list of your presentation experience.



Tutorial Details

Tutorial Title: 
The title as you would like it to appear in the Symposium program and advertising material.

Tutorial Category:
The category/type of the Tutorial (e.g., Requirements Management, Systems Engineering Process, etc.).

Tutorial Level:
Indicate Beginner, Intermediate, or Advanced.

Duration:
Session times:


Half Day:
8:00am -12:00pm

1:00pm - 5:00pm

Full Day:
8:00am - 5:00pm

Indicate Half or Full Day. Delete whichever is appropriate.

Half Day

    Half-Day Instructor Compensation: US $300 + US $12.50/reg up to a max of        

    US $1,050, plus one night’s hotel accommodation.
Full Day

   Full-Day Instructor Compensation: US $600 + US $25/reg up to a max of  

   US $2,100, plus one night’s hotel accommodation.



Class Size - Max:
Enter the maximum number of participants that your Tutorial should be limited to.  Enter "None" for no maximum limit. 

Class Size - Min:
Enter the minimum number of participants for the Tutorial to be effective.  Enter "None" for no minimum limit. 

(e.g.: some Tutorials require a minimum number of attendees so that several groups can be formed during exercises.)

Technical Abstract:
Enter a brief synopsis of the Tutorial as you would like it to appear in the Symposium program and advertising material.  Please try and keep this to about 300 words or less. 

(Tip: You're trying to persuade people to attend your Tutorial so use the abstract to promote your Tutorial by making it as interesting as possible.)

Detailed Tutorial Outline:
Enter a detailed outline (syllabus) that will promote the major content elements in your Tutorial .



Intended Audience:
Describe the sort of audience that this Tutorial is designed to attract. What professions should this Tutorial be marketed to in order to attract participants.
(e.g.: Software Design Engineers only, Project Managers & Systems Engineers, All engineering disciplines etc.) 

Tutorial Objectives:
Indicate what the participants should expect to learn by attending your Tutorial.

Audience Prerequisites:
Identify what level of knowledge/experience the participant should already have in order to benefit from attending the Tutorial.  Enter none if there are no pre-requisites.

Tutorial Presentation Details
Indicate what medium(s) and formats you intend to use to present your Tutorial (e.g.: PowerPoint Presentation, Overhead slides, group/individual exercises, Multimedia Presentation (Run from CD or Installed on PC?), or a combination of mediums.)

With respect to electronic presentations, please check that the PC facilities being provided by the Symposium will handle any special presentation electronic mediums. 

MS PowerPoint 97/2000 is the preferred presentation medium for the conference.

Tutorial Handout Details:
List each separate hand-out item that will be provided to each participant.

(e.g.: Tutorial Presentation Notes, Exercise Sheets, etc.)

Tutorial Support Details

Special Facilities:

Special Facilities (cont.):


The following list represents those facilities that can be provided by the conference. Please delete either the Yes or No option to indicate your needs.

Laptop (See spec below)
Yes / No
OS- MS Windows XP,  
CD-ROM (non DVD), floppy drive 

Podium
Yes / No

Computer Projector
Yes / No

Screen
Yes / No

Laser Pointer
Yes / No

Microphone
Yes / No
Other, please specify
Yes / No
Please note that the American AC power supply is 110VAC, 60Hz.

Reproduction Details

The Symposium will require each presenter to submit a master copy of their hand-out material so that they can be copied and bound.

Number of Pages:

The page format for the Tutorial handouts will be as follows:

Page Size:
[8.27x11.7in]


Margins:


Top
1.0 in


Bottom
1.0 in


Left
1.25 in


Right
1.25 in
Enter the estimated number of single-sided 8 ½” x 11” size pages for each handout item listed in the Tutorial Handout Details section above. 

Refer to the adjacent details with respect to page size and margins. Please also see the Layout section below.

Layout:
How do you intend to lay out your handouts?  Indicate if the layout orientation for each handout item will be in portrait, landscape or a mixture.

(e.g., Microsoft PowerPoint is the preferred presentation medium, will the layout format be a PowerPoint slide notes type page or a slide handout type page consisting of 1/2/3/6 slides per page? If you are using transparencies on an overhead Projector, will the handouts be a photocopy of each transparency?)

For presenters using PowerPoint, a portrait layout orientation and two PowerPoint slides per page is preferred so that the material is legible and provides attendee's with room to add notes; it also ensures that the number of handout pages is kept to a minimum.

Copy Format:


Indicate which one or more of the electronic format types in the following list you will use to submit your handout material for printing. Please delete either the Yes or No option for each listed format.

Rich Text Format (rtf)
Yes / No

MS PowerPoint 97/2000 (ppt)
Yes / No

MS Word 97/2000 (doc)
Yes / No

MS Excel 97/2000 (xls)
Yes / No

Adobe V3.x (pdf)
Yes / No

Adobe V4.x (pdf)
Yes / No

Other, please specify
Yes / No
Please note that printing will be in Black & White and that all graphics and text should be designed to be legible when printed on hard copy.

Submission Form

