ATTACHMENT 1

[image: letterhead]
Please fill out this form and return to Kelli Gouwens
Kelli.gouwens@aaahq.org   

Webinar Request Form
Part I

General Information (The AAA will try to schedule your webinar on your First Choice, however, please indicate a second choice just in case)
	Title of Webinar
	

	Day, Date, Time & Duration of Webinar (First Choice)
	

	Day, Date, Time & Duration of Webinar (Second Choice)
	

	Contact Name and Email
	




Webinar Description (2-3 sentences)
	[bookmark: _GoBack]




Learning Objectives (List them in bullet points)
	




Prerequisites/Additional Information (List them in bullet points)
	




Presenter/Moderator Information (List if they are the presenter/moderator, their name, affiliation and email)
	Presenter/Moderator
	Name
	Affiliation
	Email

	
	
	
	

	
	
	
	

	
	
	
	




Presenters Bios (If you would like to include the bios of the presenters, enter their information below or send it separately) 
	




CPE Information 
	Field of Study
	

	Program Level
	

	Number of Minutes
	

	Instructional Delivery Method
	
Group Internet Based Program (Note, this is the method for all webinars.)


Webinar Request Form
Part II

Where should the webinar be posted on the AAA website?
	Name of Segment
	

	Segment Website (Indicate the URL)
	

	AAA Website (indicate the URL)
	




Will an email be sent to members announcing that webinar is posted online?
	Single Topic (Indicate who should receive the email)
	

	Multi Topic
	




Does the AAA have approval to send Single-Topic email to Segment Members?
	Name of Segment
	

	Approved By
	




Who can view the webinar once it is posted online? (Select one)
	All AAA Members using AAA login
	

	Members of a specific Segment
(If so, please identify which segment)
	

	Anyone
	




Billing - Cost of 1-hour long Segment webinar is $2,000
	Name of Segment Responsible for Payment
	

	Approved By
	





Webinar Requested By and Approved By
	Requested By
	

	Approved By
	




If you have any questions, contact Kelli Gouwens, kelli.gouwens@aaahq.org, (941) 556-4123
image1.png
American
5717 Bessie Drive Sarasota, FL 34233-2399 Accounting

P: 941.921.7747 | F: 941.923.4093 - -
E: info@aaahaq.org Association




