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November 10-14, 2014

Event Planning Form
Our specific goals are to:
-  Celebrate Western’s international community and international collaborations

-  Provide information about international opportunities for students, staff and faculty (both at home    

    and abroad)

-  Engage with the London and campus communities in global learning and intercultural sharing
This form will help the International Week Planning Committee to support your event with program planning, promotions and placement of volunteers. Please complete this form and return to mescoba@uwo.ca. For additional information, please contact Monica Escobar at 519-661-2111 ext. 86486. 
	Event Title
	

	Hosting Department
	

	Date(s)
	

	Time
	

	Location
	

	Event Outcomes
What will participants gain from attending the event? (e.g. Awareness of international placement opportunities in the department)
	

	Brief Description of Event
As you would like it to appear on the International Week website
	

	Contact Details 
Point of contact for the event to publish on website & program

	Name:

	
	Department:

	
	Phone No.:

	
	E-mail:

	Event Coordinator
Staff or Faculty member responsible for the event (if different from above). Contact information will only be shared with Western International staff
	Name: 

	
	Title:

	
	Department:

	
	E-mail:

	
	Phone No.:

	Important guests or delegations on campus
(e.g. International scholars, senior university leaders)
	Name:

	
	Position:

	Volunteer Needs:
Western International can assist with recruiting volunteers for your event


	Would you like assistance from volunteers?
            FORMCHECKBOX 
Yes                          FORMCHECKBOX 
 No

	
	How many volunteers would you like?


	
	List some of the tasks you would like help with:
 FORMCHECKBOX 
 Presentation assistance       FORMCHECKBOX 
 Technical Support
 FORMCHECKBOX 
 Blogging or social media advertising
 FORMCHECKBOX 
 General tasks

	IT/AV Equipment to be used:
Event organizers are responsible to arrange for their own equipment. To help our supporting volunteers who may assist in trouble shooting, please describe the technical equipment you will be using.
	


Other details: If there are any other details you wish to provide, please add brief notes to this document. 
www.internationalweek.uwo.ca
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