                                                  Michigan Museums Association

Request for Workshop Hosts
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The Michigan Museums Association hosts professional development workshops throughout the state on a year-round basis, and our preference is to hold them at member institutions.  To provide all institutional members the opportunity to host a workshop, we have developed a site selection process. 


Member institutions who would like to be considered to host an MMA workshop can complete the attached form.  (You may submit a request if you are not a member; but if we select your site, you will be asked to join MMA as an institutional member.) The MMA Programs Committee will select the location that best fits the needs of the workshop and the workshop participants.  Member institutions that are not selected will be thanked profusely for their support and kept in mind for future opportunities to partner with the Michigan museums community.  

General Workshop Hosting Information 

MMA will arrange for the content of the workshop, including topic and presenters, conduct general marketing to MMA members and state-wide museum and cultural professionals, collect registration fees for the attendees, provide printed materials, and reimburse the host for pre-determined expenses.   
The workshop host will be asked to provide the technological access and meeting space, arrange for refreshments (MMA will reimburse up to $15 per person), and market the program to the local media and museum/cultural community.   Hosts may be asked to make some photocopies on the day of the program.  Two staff members or volunteers from the host institution may attend the workshop at no cost.  Hosts may choose to offer tours of the site after the workshop is finished.
Workshops will be cancelled if fewer than 15 paid participants are registered a week before the date of the program.  Maximum participation limit will be approximately 25 people, depending on the format of the program and the size of the meeting space.
Workshop Host Requirements
· A comfortable meeting room, free of charge
· Seating (with table space) for 15-25 people

· Refreshments and lunch (MMA will reimburse up to $15 per person – should include light breakfast and lunch)
· Projection System with speakers
· Internet Access (preferred)
· Free and convenient parking (preferred)
To be considered as host, please complete the attached form and return it to Claire Johnston, Vice President for Programs via e-mail to claire_l_johnston@yahoo.com.  You may also contact Claire with any questions you have regarding hosting.
Michigan Museums Association

 Workshop Hosting Proposal

Please check:   ( ABCs of Collections Stewardship             ( Visitor Experiences Academy
To be considered as a content provider, please complete the attached form by December 9, 2011, and return it to Lisa Craig Brisson, Vice President of Programs for MMA, via email to lisacraigbrisson@gmail.com or USPS at 401 Cuyler, Cheboygan, MI 49721.  You may also contact Lisa with any questions you have.

Institution:
Contact Person:
Email:
Phone:
Why would you like to host an MMA workshop?

Please describe the meeting space available including size and seating and attach a rough sketch of the room layout.
Please describe the technology available in the room.
Please describe the parking available for workshop participants.
What month or months would be best to host the workshop?
What type of local support and participation do you anticipate for the workshop?

Hosting Opportunities for 2012





The Michigan Museums Association seeks hosts for the following workshops:





ABCs of Collections Stewardship (will be offered twice in 2012)





Visitor Experiences Academy (will be offered twice in 2012)








