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CE Workshop Proposal Submission Form
Date of Submission ____________________
	Item 
	Description 

	Title 
	Title of the workshop


	Description 
	Description of the workshop used in promotional materials. Should include a summary of what will be covered and what they will take-away from it. Include any relevant standards addressed in the course.


	Instructor 
	Name of instructor(s) making the presentation


	Duration
	Check one:  
Half-day: ____One-day: ____    Two-day______ 


	Tiers 
	See attached list of tiers and definitions 

	Target Audience
	Attached list of tracks can be used to indicate appropriate level of experience and job function 

	ACE Category
	Please choose all that apply 
· General Archival Knowledge

· Selection, Appraisal  and Acquisition

· Arrangement and Description

· Reference Services and Access

· Preservation and Protection

· Outreach, Advocacy, and Promotion

· Managing Archival Programs 

· Ethical and Legal Responsibilities



	Prerequisite Knowledge 
	Knowledge that participants will need to gain the most from this workshop; include any SAA workshops that you suggest be taken before attending this workshop.
The Continuing Education catalog is available at http://www2.archivists.org/prof-education/course-catalog

	Learning Outcomes
	List of specific, measurable, and actionable outcomes that each person should be able to do (e.g. discuss, explain, evaluate, design) by the end of the course. 


	Relationship to Other Courses
	How does this course relate to current SAA CE offerings? Does it fill a gap, complement or build on other courses, provide an advanced look at a topic, etc.?
The Continuing Education catalog is available at http://www2.archivists.org/prof-education/course-catalog

	Course Outline
	Include agenda – topics, activities. 

	Supporting Materials 
	List any supporting materials to be in the webinar 

	Bibliography 
	Please include a bibliography of relevant readings 

	Contributors 
	Names of people who contributed to the development of the course 

	Copyright 
	Will copyright of this course been transferred to SAA? If copyright cannot be transferred, please explain.   


SAA Workshops are structured in four tiers of study:

· Foundational Courses focus on the essential skills that archivists need to manage archives. They focus primarily, but not exclusively, on the needs of practitioners—archivists who are or will be working directly with records. These courses present information that an archivist might implement in the next year.

· Tactical and Strategic Courses focus on the skills that archivists need to make significant changes in their organizations so that they can develop an archives and work seriously on managing records. They focus primarily, but not exclusively, on the needs of managers—those archivists who manage other professionals and who oversee programmatic operations. These courses present information that an archivist might implement in the next five years.

· Tools and Services Courses focus on specific tools and services that archivists need to use for their work. They are practical courses focused on specific software products and other tools and they focus primarily, but not exclusively, on the needs of practitioner archivists. These courses present information that an archivist could implement immediately.

· Transformational Courses focus on the skills that archivists need to change their working lives dramatically and transform their institutions. They focus primarily, but not exclusively, on the needs of administrators—those archivists with oversight over the entire archival enterprise of an institution. These courses present information that an archivist might implement over the course of the next ten years. 

Each SAA workshop is developed with one or more key audiences in mind:

· The Archivist Practitioner is a hands-on, front-line archivist who manages or will manage records personally.

· The Archivist Manager is an archivist who has oversight over the work of other professional archivists and who may or may not manage records directly.

· The Archivist Administrator is an archivist who works in a large archives, who oversees archivist managers, who is responsible for organizational planning, and who does not manage records directly but must ensure the organization’s capacity to do so.

The SAA Committee on Education won’t consider incomplete proposals.  Please attach instructor vitae to this submission.  If you have questions, please contact Solveig De Sutter at sdesutter@archivists.org or 312-606-0722.  
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