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Conference Submission Form 
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About the Conference
	Conference Title: 
	
	Subject Code:
	

	Conference Start Date: 
	
	Conference End Date:
	

	Host/Sponsoring Organization:
	

	Target Audience (s):
	( Residential

                ( Office/Corporate
( Health Care


( Hospitality/Entertainment

( Government/Institutional
( Retail/Store Planning

( Facilities Management
                ( Other, ___________________

	Number of Attendees Expected:
	


Main Contact:

	Name:
	

	Company: 
	

	Position:
	

	Address: 
	

	Telephone: 
	
	Fax:
	
	E-mail:
	


Payment Information:

Please select one organization to manage your IDCEC submission.  This organization will ensure your submission materials are complete and coordinate your IDCEC review with ASID, IIDA, IDC and IDEC.
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      Mail to:


  Mail to:

          Mail to:


Mail to:


ASID Education Dept.

  IDC Education Dept.
           IDEC Education  Dept. 
                  IIDA Education Dept.
                                                    608 Massachusetts Ave. NE
  220 - 6 Adelaide Street East             9100 Purdue Road, Suite 200
222 Merchandise Mart, Suite 567 

      Washington, DC 20002

  Toronto, Ontario, M5C 1H6
           Indianapolis, IN 46268 
       
Chicago, IL 60654 


The fee for an IDCEC Conference submission is US$100 ($150 Canadian), payable to the organization who is managing your submission.  IDCEC submission fees are not refundable.  It can take up to 8 weeks for your IDCEC submission to be processed. You may not promote your event as IDCEC approved prior to official notification.  

Check: #______    
Credit Card:   ( American Express 
    ( Visa 
( MasterCard

	Name on Card:
	

	Card Number:
	

	Expiration Date:
	
	Security Code:
	
	Amount Paid:
	


By signing this form, I understand that my payment is non-refundable, regardless of the outcome of this request for

CEU approval. The final decision on approval rests with IDCEC.  If approved, I understand and agree to abide by the terms, standards and conditions of IDCEC in executing this conference.

	Signature:
	
	Date:
	


Conference Planning Process

As the host/sponsor of this event, you are required to ensure that each speaker/course meets the standards of quality set forth by the IDCEC.  IDCEC reviewers must be convinced that the unit, group or committee with responsibility for continuing education at the conference is clearly identified within your organization and clearly qualified to evaluate/develop professional learning programs for interior designers.
Please describe your conference development, presentation selection and content review process. 

	


Alphabetically list the member(s) of your conference planning committee, unit or group.  Provide a biography that illustrates each person’s qualifications.
	Full Name: 
	Company
	Title:
	Biography: 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Verification of Completion & Evaluation
IDCEC reviewers must confirm that you have an appropriate system in place to track and monitor learner attendance.  

Please describe how attendance/successful completion of each session will be verified onsite.

	


Please describe your post-program evaluation procedures for each course.

	


Course Information

Reviewers from IDCEC will evaluate the educational and training processes used by your organizations, not the content of each course.  Your submission should reveal how you will ensure that each course has qualified instruction, clear learning outcomes that reflect what learners will achieve, generic non-promotional content, well-defined requirements for establishing satisfactory completion, etc.
Chronologically list all courses reviewed and accepted for presentation at this conference.  Additional pages or a separate spreadsheet formatted with identical headers are also acceptable.
	Date:
	Start Time:
	End Time:
	Presentation Title:
	Description:
	Presenter(s) names:
	Office Use:

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Instructor Data

Individuals involved in program planning and instruction must be qualified by virtue of their education and/or experience. In your biographies, you must disclose any instructor’s proprietary interest in any product, instrument, device, service, or material discussed during the activity.  Presentations deemed to promote a specific product, company or service do not qualify for IDCEC approval. All approved conferences will fall under a general designation.
Alphabetically list all presenters/speakers for courses reviewed and accepted for presentation at this conference:
	Name: 
	Company
	Title:
	Telephone: 
	E-mail: 
	Biography: 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please submit 2 copies of this form.
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