WFM Annual Meeting 

Session Proposal Submission Form

Proposals Due: July 30, 2012

Milwaukee County Zoo, Milwaukee, WI

Monday,  November 12, 2012


Dear Colleague:

The Program Committee is seeking proposals for presentations at the Wisconsin Federation of Museums Annual Meeting, which will be held on Monday, November 12, 2012 at the Milwaukee County Zoo in Milwaukee, WI.  Presentations are 75 minutes in length, including 10 minutes for questions. Three simultaneous sessions will be offered in the morning and afternoon. Presentations should be geared to an audience that may include a variety of museums from small to large that focus on a variety of areas of interest, volunteer staff, museum studies students, and board members. Attendees appreciate real examples and handouts.

The Program Committee seeks proposals that address topics in these broad areas: 

1. Technology

2. Social Media

3. Board Development

4. Cross-departmental collaboration

Proposals must be submitted on a Proposal Form (see below).  Please help us with our green initiative by emailing a copy of the form (pages 3 and 4 only) to blobello@kenosha.org or visit the website, www.wisconsinmuseums.org.

Sincerely,

Brett Lobello

2012 Program Co-chair

Curator of Education

Kenosha Public Museums; Civil War Museum

Guidelines and Requirements for Conference Presenters

· Chairperson:  Each session must have a chairperson responsible for finding other speakers and coordinating logistics. Chairs will be the main contact between WFM and their panelists.  WFM is happy to help the chair find panelists.  

· AV and room arrangements:  The chairperson will need to submit AV and room arrangement requests to WFM by October 5th.  WFM does not provide laptops, overhead projectors, carousel projectors and LCDs for MACs.   

· Selecting Your Chair and Panelists: Every session must have a chairperson who is responsible for the organization and management of the session including logistics, requests for materials and equipment, communication with participants and WFM, and leading the session itself. Most sessions include one chairperson and a maximum of three presenters. Panelists should also bring balance to the session. Please don’t hesitate to ask WFM for help finding panelists. 

· Time:  All break out sessions are 75 minutes.  This must include time for questions and answers and a break if needed.

· Completing the Session Proposal Form: Each proposal must include: A completed proposal form (pg. 3-4), a list that identifies the chair and up to three panelists (or mentions that the chair needs assistance with panelists), a brief description of the session that will be used to describe the session in the meeting program, and a brief abstract that summarizes the session’s main points. All this may be emailed to blobello@kenosha.org by July 30 for consideration.

SESSION FORMATS


We encourage you to get creative here. Select one of the following that best fits your topic or create your own.

· A Panel typically has more than one main speaker and examines problems and issues, often with contrasting perspectives.  Each panel must have a chair and may have up to three additional speakers. 

· A Lecture typically has one main speaker and examines problems and issues with suggestions of best practice with ample time devoted to question and answer.

· A Roundtable considers a specific issue in an informal group discussion led by one or two session leaders (including the chairperson).  Discussion leaders should use effective techniques to stimulate maximum group participation. 

OTHER IMPORTANT ITEMS

· Title of Session:  Shorter the better.  WFM will edit a title if it is too long for the program. Also, a title should capture the essence of the proposed topic.  Snappy is good; obtuse is not.

· Submitting Your Proposal: Submit your proposal via email by the deadline (July 30, 2012) to blobello@kenosha.org   Session chairs will be notified of their proposal’s status by August 16, 2010.

· Registration Fees & Cost: Chairs and panelists must register for the annual meeting. WFM does not pay travel costs or honoraria for any session chairs or panelists.  Session chairs are responsible for making sure that all panelists register for the annual meeting.

· Scheduling Your Session: WFM schedules all session times and rooms. Submission of a proposal indicates your willingness to accept the schedule as assigned. You may submit a request for a specific time; however we cannot guarantee that we can honor all requests.

Presenter’s Commitment

This section is VERY IMPORTANT to read before committing to a session or workshop

Before you agree to chair a session or to ask others to join you, note the following:

· All presenters are expected to register for the conference if they plan on attending any sessions or workshops other than the one in which they are participating.

· WFM does not have special rates nor does it pay for travel expenses or stipends for presenters

· It is the session chair’s responsibility to ensure that all panelists attend the conference.  

· It is the responsibility of session chairs to forward relevant correspondence from WFM to its presenters (i.e., the preliminary and final programs so they can see schedule and room assignments for sessions and workshops).

· WFM will not be in direct contact with presenters.  It will contact chairs only.

· PowerPoint Presenters:  To ensure compatibility with your panelists, bring your own laptop and a disk.  Better yet, put all presentations on one laptop, disk or flash drive BEFORE your session or workshop.

· MACs are often incompatible with LCD projectors.  If you must bring your MAC, please bring your own cables and projector.  WFM will NOT provide MAC projectors or cables.

· WFM will NOT provide the following: speakers, recorders, laptops, overhead projectors and other specialized equipment.  

· WFM will provide AV cart, screen, and LCD projector in each room, but is always grateful to those who provide their own projector.

Email this form (pages 3 and 4) only to WFM at blobello@kenosha.org

	Session Title:
	

	This session addresses issues related to:


Please check the most appropriate category for your session 

(no more than 3)
	___ Administration 

___ Archives / Libraries

___ Curatorial

___ Collections Management

___ Community Engagement/   
Collaboration

___ Conservation

___ Education/Interpretation

___ New Museum Professionals

___ Evaluation

___ Facilities/Operations/Security

___ Financial Management


	___ Funding/Fundraising 

___ Historic Preservation

___ Marketing / PR

___ Membership /Development

___ Programs 

___ Small Museums

___ Social Media

___ Technology/Digitization

___ Tribal Issues

___ Volunteers / Visitor Services



	Format of Session (check one):
	___ Panel           

___ Lecture

___ Roundtable


	


	Session Description (50-words or less): If session is accepted, this will be used in the printed annual meeting program guide.  

(WFM has the right to edit.) 
	  

	
	  

	Session Chair Name:
	

	Title:
	

	Institution:
	

	Mailing Address:
	

	City, State, Zip:
	

	Phone:
	

	Email:
	


· Please check if you need assistance finding panelists.

OTHER SESSION PARTICIPANTS 

Please list all participants including addresses, phone, e-mail, etc. Failure to submit complete information may cause a delay in the review of the proposal.

Ideal Size Of Panels: chair as presenter plus 2 panelists. If chair is only introducing, then 3 panelists are ideal. The total number of presenters should allow time at the end for questions / answers, which WFM delegates have said is the most significant part of a session.

Presenter 1 

	Name:
	

	Title:
	

	Institution:
	

	Mailing Address:
	

	City, State, Zip:
	

	Phone:
	

	Email:
	


Presenter 2

	Name:
	

	Title:
	

	Institution:
	

	Mailing Address:
	

	City, State, Zip:
	

	Phone:
	

	Email:
	


Presenter 3

	Name:
	

	Title:
	

	Institution:
	

	Mailing Address:
	

	City, State, Zip:
	

	Phone:
	

	Email:
	


Return this completed session proposal form (pg. 3-4), the description and abstract, and participant information for the chair and panelists to the e-mail listed below. Incomplete submissions will not be reviewed.  

Deadline to submit session proposals is July 30, 2012.

Submit proposals to WFM’s Program Committee via email

blobello@kenosha.org  

Session ideas for WFM’s Annual Meeting 

· Cross-departmental collaboration

· sessions that include marketing, curation, development, education, and administration perspectives

· Administration

· So you have a strategic plan…now what?

· What is a board handbook and how to compile one

· Environmentally creative steps for museum to employ to go green and save money 

· Improving communication in the workplace 

· Experience based vs. artifact base: what is the role of the modern museum 

· Financial and mission related sustainability

· Board development and education

· Innovative collaborative programs with other local museums

· Fundraising basics

· Curatorial/Archives/Exhibits

· Dangers in the collection

· Storage on a shoestring

· Dealing with Found in Collections, Abandoned loans and drive-by artifact donations

· Museum ethics: selling collections, loaning items to theaters, production companies, etc. 

· How to exhibit controversy

· Working collaboratively on an exhibit development team

· Preservation Techniques

· Marketing

· Social media

· Cross-promotions through staff and volunteers

· How to develop a good elevator and civic group talk

· How to design and maintain a good website

· Museum Technology

· Education/Programs/Interpretation

· Adult Education

· Fee based programs for special audiences 

· IMLS new 21st Century Skills initiative

· Object interpretation: why is this important? 

· Creative and innovative education programs for small museums/budgets 

· Incorporating educational inter-actives into exhibit planning and design

· Volunteers/Guest Service

· Customer Service, the first step to a good museum experience

· Friends organizations

· Volunteer retention, appreciation and when is it time to part ways

· Customizing visitor experiences

· Community involvement

· Basics of Volunteer and Intern programs


