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Partner Agreement Form
To be Completed with CDL Director or Faculty Member
	Partner Organization
	

	Event Purpose
	Dialogue     Deliberation & Decision     Idea Generating   Other

	Event Title
	

	Event Location
	

	Number attending
	
	Date
	

	CDL Lead
	

	

	What are the needs for this event?

	
	Event Design 
The CDL is limited on its capacity to design events. This is a significant time commitment that involves pre-planning of approximately 8 weeks for large events and ongoing planning and project management.


	
	Question Design
Our facilitators, under the advisement of faculty, can you help you write excellent discussion prompts that complements your content. This requires moderate planning, reading, and preparation. 


	
	Facilitators  
We will provide trained student facilitators who will participate in the event.
How many? 
Who Trains?


	
	Audio Visual Needs
What is needed?
Who is supplying?


	
	Round Tables
How many?


	
	Food  
Large events should consider feeding participants as a way of drawing attendance and respecting participants time. One participant told us, “I know how important the subject is based on the food they serve.”         

Who is coordinating?


	
	Event Recruitment 
This often-overlooked element of planning will make or break your event. We recommend you complement posters and electronic ads with personal invitations. Plan on 10-20% no show/cancellation rate. We also recommend using Eventbrite as a way of managing. The best public discussion thoughtfully attempts to attract people with diverse perspectives. 

How? 

Who? 

When?


	
	Advertisement 

How? 

Who? 

When?

Other notes 
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