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Professional Development Scheduling Form

Please complete all items and submit at least six weeks prior to the course start date.
Return completed form to Sherry Sines, Professional Development Coordinator, Grant Wood AEA, 4401 Sixth St. SW, Cedar Rapids, Iowa 52404 or ssines@gwaea.org
	Course Information
	( Title
	

	
	( Dates (List all dates)
	

	
	( Assignment Due Date:
	

	
	( Registration Deadline
	

	
	( Time (Begin & End)
	

	
	( Capacity
	Minimum


Maximum



	
	( Credit
	Renewal


Para


CDA


Drake EDMA


Morningside



	
	( Previously Offered?
	Yes


No

      If not, please complete and submit the course proposal form.

	
	( Registration
	Professional Development Pre-registration


or
Onsite Registration




	Instructor Information
	( Instructor
	

	
	( Phone Number
	Work


Home



	
	( e-mail address
	

	
	( Additional Instructor (s)
	

	
	( Phone Number
	Work


Home



	
	( e-mail address
	

	
	( Salary paid by
	On-contract with employer


PD program agreement


Other




	Marketing
	( List on Professional Development Web site?


	Yes


Public


GWAEA Staff Only



No





	Materials
	( Estimate number of pages to be printed
	

or 


printing provided by instructor

	
	(Text or other required materials
	Participants are expected to purchase


GWAEA Professional Development orders

      



Allow 4 weeks for GWAEA to order.

Title


 FORMTEXT 
Cost


ISBN #:  

Publish Date: 


Publisher:  




	Fees
	( Fees to be charged to Participants


	Fee


This is in addition to any fees for credit, if applicable.

GWAEA Internal Account Number





	Location
	( Building/Room
	

	
	( Address
	

	
	Complete only if you are requesting a room at Grant Wood AEA.
Rooms at GWAEA will be scheduled based on a room capacity of 40 participants.




	Complete only if you are requesting a room at Grant Wood AEA.
	( Equipment
needs

(Please check)
	

LCD Projector*


Document Camera


SmartBoard


other



Wireless Microphone # 



*Client supplies computer and Mac cord if needed.


	
	( Room set-up
preference

(Please check)
	

Classroom


Rounds – number of chairs per table  6



U-shape


Square


Other
(please diagram below)
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