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This packet contains all of the forms you will need to provide Programapedia with the information required for complete program, presenter, company, and/or library profiles.

· Add Presenter Form (page 2)

· Add Company Form (page 6)

· Add Program Form (page 8)

· Add Library Form (page 13)

· Vendor Release Form (page 17)

· Program and Presenter Inventory – Only fill out this form if you are submitting your profiles to another person for input into Programapedia (page 18)

The type of information you share with Programapedia determines which forms to be filled out. In most cases you will add the details of a specific presenter and the program(s) they have provided to your library. For each program title you include on the Add Presenter Form, please complete a separate Add Program Form, which allows you to share more program details. If the presenter you are adding is serving as a representative of a larger organization or company, then an Add Company Form should be filled out instead of an Add Presenter Form. If you are unsure which form is the most appropriate, please complete both  forms for that individual. It won’t hurt anything. Another question you may ask is whether or not adding your presenter as a Company would add value to the promotion of that presenter. When you look at the Add Presenter and Add Company Forms, they ask different questions. After reviewing the forms, it should be clearer which form is most appropriate. Also included in this packet is an Add Library Form that should be filled out if your library’s profile has not been added to Programapedia. Please check Programapedia to see if your library’s profile needs to be added.

Aside from the Add Forms, this packet also contains a Vendor Release Form. This form serves two purposes. First, it is used to obtain consent from the presenter to post their personal information on Programapedia (phone number, address, etc.) It is encouraged that this be done for each presenter being added to Programapedia. This form can also be used to gather more detailed information about that presenter’s programs, fee structure, availability, etc. Remember, the more information you can provide about a presenter or a program, the more beneficial it will be to other librarians looking at the profiles. Even if you cannot immediately gather all of the desired information about a presenter, create a profile anyway with the information you have. You can always add more details at a later time. 
If you are interested in becoming a Programapedia author (someone who can add data directly to the wiki), please visit www.programapedia.org and request an account. The website also contains information on the responsibilities of an author, other training materials, and walks you through the process of adding a profile to Programapedia. All of these materials can be accessed by going to the “Help” page or the “For Authors” page, which are linked from the left side menu at www.programapedia.org. If you have any questions about Programapedia please feel free to contact us at programapedia@palsnet.info.
Add Presenter Form

General Information (Required fields are indicated with an *)

	* Presenter First Name
	

	* Presenter Last Name
	


Please provide the phone and address information ONLY if the presenter approves such information to be posted online. It is recommended you obtain a signed Vendor Release Form in order to gain approval.

Approval received?        ___Yes         ___No

	Address
	

	City
	

	State
	

	Zip Code
	

	Organization or Company
	

	Phone
	

	Website Address
	

	Email Address
	


Program Description

Provide a description of the type and range of programs provided by this presenter.

	


Availability

Is this presenter available for future programs?
___Yes
___No

Please list any specifics, including geographic and general time availability (e.g. availability for weekend and evening programs).

	


Include the general geographic areas in Illinois, as well as the library system areas where the presenter is available.

___ Illinois                      ___ Alliance (ALS)                  ___ Metropolitan (MSL)

___ Chicago Area            ___ Chicago Public (CPLS)       ___ North Suburban (NSLS)

___ Northern Illinois        ___ DuPage (DLS)                  ___ Prairie Area (PALS)

___ Central Illinois           ___ Lewis & Clark (LCLS)        ___ Rolling Prairie (RPLS)

___ Southern Illinois        ___ Lincoln Trail (LTLS)           ___ Shawnee (SHLS)

Please indicate travel costs associated for the presenter.

	


Programs Offered

(Note to Author: Remember to create a separate wiki page for each program listed below.)

Enter the titles of programs this presenter offers. 

	1.

	2.

	3.


Audience, Age Level, Topic, Culture, Language

Provide a general description of the intended audience, appropriate age level, cultural perspective and language this presenter addresses in their programs.

	


Select specific audience/age levels.

___Library Staff (in-service)        ___Preschool

___Business Community              ___K-4th Grade

___Educators                             ___5th-8th Grade

___Parents/Grandparents            ___Young Adult

___Genealogists                         ___High School

___Art Community                     ___Family

___Readers                               ___Adult

                                                ___Seniors

                                                ___All Ages

What general topics does this presenter address?

___Animals                              ___History

___Art                                     ___Holidays

___Authors                              ___Jobs and Careers

___Book Discussions                 ___Magic

___Computers and Technology  ___Music

___Cooking                             ___Nature and Ecology

___Crafts and Hobbies              ___One Book, One Community

___Entertainers                       ___Science

___Ethnic and Cultural             ___Sports and Recreation

___Finance and Investing         ___Storytelling

___Gardening                         ___Summer Reading Program

___Genealogy                         ___Travel and Transportation

___Health                               ___Writing

In what language(s) does this presenter offer their programs?

___English          ___French

___Chinese         ___Italian

___German         ___Polish

___Korean          ___Spanish

___Russian

___Other - Please describe: ______________________

Documents and Resources

(Note to Author: Documents and other resources related to specific programs should be listed and uploaded to the individual program’s wiki page.)

List website resources associated with this presenter. 

Website Title                                             Website Address   


                                                               (e.g. http://www.mylibrary.org)

	1.
	

	2. 
	

	3. 
	


List documents that will be uploaded to the wiki associated with this presenter.

Document Title                                          File Name (e.g. Mystery_Writing.doc)

	1.
	

	2.
	

	3.
	


Add Company Form

General Information (Required fields are indicated with an *)

	* Organization or Company
	

	Address
	

	City
	

	State
	

	Zip Code
	

	Phone
	

	Website Address

(e.g. www.mycompany.com)
	

	Email Address
	


Company Description

Provide a description of the company and the topics of presentation offered through company representatives.

	


Vendor/Company Products

Do presentations by this company demonstrate products/services they provide? 

___Yes   ___No

Does this company/vendors sell their products at presentations?

___Yes   ___No

Please provide specifics regarding products and services as they relate to presentations/programs by this company?

	


Documents and Resources

List additional website resources associated with this company.

Website Title




  Website Address







  (e.g. http://www.mylibrary.org)

	1.
	

	2.
	

	3.
	


List documents that will be uploaded to the wiki associated with this company.

Document Title



  File Name (e.g. Product_Overview.doc)

	1.
	

	2.
	

	3.
	


Add Program Form

Use this form to enter information about a program that has been provided by either an outside presenter or by staff at your library. By sharing program ideas, resources, promotional materials and experiences with other libraries, these programs can be offered at other libraries.

General Information (Required fields indicated by an *)

Please indicate whether this program is offered by internal library staff or by an outside presenter. If the program is offered by an outside presenter, their name is required. If the program is offered by the library staff, then the library name is required below.

This program is presented by:

___ Library Staff
___Outside Presenter

	* Program Title
	

	* Library
	

	* Presenter First Name
	

	* Presenter Last Name
	


Program Specifics

Provide a description of this program.

	


Length of program.

	


What has the response and attendance been for the program? Include numbers of attendees, whether the program drew the expected attendance and other reactions, comments or evaluations received from attendees.

	


Please provide fee information for the program, such as mileage charges or other fees.

	


___ Free

___ $1-$100

___ $101-$200

___ $201-$500

___ >  $500

Materials, Equipment, Room Setup

Provide a general description of materials, equipment and room setup required to accommodate the program.

	


Audience, Age Level, Topic, Culture, Language

Provide a general description of the intended audience, appropriate age level, cultural perspective and language of the program addresses.

	


Select specific audience/age levels.

___ Library Staff (in-service)
___ Preschool

___ Business Community

___ K-4th Grade

___ Educators


___ 5th-8th Grade

___ Parents/Grandparents

___ Young Adult

___ Genealogists


___ High School

___ Art Community


___ Family

___ Readers



___ Adult






___ Seniors






___ All Ages

What general topics does this presenter address?

___ Animals



___ History

___ Art



___ Holidays

___ Authors



___ Jobs and Careers

___ Book Discussions

___ Magic

___ Computers and Technology
___ Music

___ Cooking



___ Nature and Ecology

___ Crafts and Hobbies

___ One Book, One Community

___ Entertainers


___ Science

___ Ethnic and Cultural

___ Sports and Recreation

___ Finance and Investing

___ Storytelling

___ Gardening


___ Summer Reading Program

___ Genealogy


___ Travel Transportation

___ Health



___ Writing

What language is the program presented in?

___ English

___ French



___ Chinese

___ Italian

___ German

___ Polish

___ Korean

___ Spanish

___ Russian

___ Other - Please describe: ________________

Documents and Resources

List website resources associated with the program.

Website Title




  Website Address 









  (e.g. http://www.mylibrary.com)

	1.
	

	2.
	

	3.
	


List documents that will be uploaded to the wiki associated with this program.

Document Title



 File Name







 (e.g. Mystery_Writing.doc)

	1.
	

	2.
	

	3.
	


Offered at this Library

Provide information about the library where this program was offered. If additional libraries have had the same presenter visit their library, they will be able to update this page to add their experience with the program as well.

	Library
	

	Library Contact Name
	

	Contact Email
	

	Notes:




Add Library Form

Use this form to enter information about your library. By sharing contact information and library programming specifics, other libraries will be able to network with you on programming topics.

General Information (Required fields are indicated with an *)

	* Library
	

	Address
	

	City
	

	State
	

	Zip Code
	

	Phone
	

	Website Address

e.g. www.mylibrary.org
	

	Events Web Page
	

	Email Address
	


Primary Contact
List the primary contact person for managing the library’s programs and events.

	First Name
	

	Last Name
	

	Email
	

	Contact Phone
	


Describe the program and event coordination responsibilities if this contact person.

	


Program Tools

Provide a description of the tools used to promote and support the library’s ongoing programs and events. For example, do you use a calendar and registration system?

	


Program Policies

Briefly describe any special policies related to programming at your library. Note: you can enter links to your policy documents or upload files later in this form.

	


Library Facilities for Programming

Provide a description of the facilities your library has available for presentations, performances and other library programs.

	


Promotional Materials

List additional web pages related to promotion of library events.

Website Title




  Complete URL 

            (e.g. http://www.mylibrary.org/events)

	1.
	

	2.
	

	3.
	


List documents that will be uploaded to the wiki such as your newsletter of flyers that promote library events.

Document Title



  File Name







  (e.g. Fall_Programs.doc)

	1.
	

	2.
	

	3.
	


Policies and Additional Resources

List additional web pages associated with library policies use for program and events.

Website Title




  Complete URL







  (e.g. http://www.mylibrary.org/rooms)

	1.
	

	2.
	

	3.
	


List documents that will be uploaded to the wiki related to policies, resources or additional documentation related to library events.

Document Title



  File Name (e.g. Room_Setup.doc)

	1.
	

	2.
	

	3.
	


Vendor Release Form

Why should I post my information on Programapedia?
Programapedia is an online resource used by Illinois and Eastern Iowa librarians to share program and presenter information. Librarians use this resource to get ideas for programs they will be providing at their libraries. This resource also allows librarians to offer their opinions and/or recommendations on programs and presenters they’ve hosted at their library. This is a great “word of mouth” resource. Feel free to visit Programapedia at www.programapedia.org and see if you would like your information available for other librarians to review.

If you think Programapedia would be a valuable way to advertise and market your company or services, please provide the information requested below. Please be as specific as possible:

	Contact Information

Name of company:

Your name:

Address:

Phone number:

Email address:

Website URL:

	Tell us about your pricing structure (for example, does your fee include travel? meals? do you offer library discounts? other discounts?).



	Describe the geographic region in which you are willing to provide your services (for example, Northern Illinois, 200 miles from my company headquarters, the entire state of Illinois). Do you have any restrictions on when you are willing to provide your services (for example, seasonal, only evenings, only on weekends)?



	Besides the program(s) you presented at our library, what other services or types of programs do you offer? Please include information about intended audience in your description(s).


	Is there anything else you would like us to know about you or your company?




I agree to have my program(s) and/or contact information posted to Programapedia. I understand that this will allow other libraries to contact me for their programming needs.

_________________________________________________________________________
Signature







Date

Program and Presenter Inventory
Please list under each heading the title of the profile(s) you are submitting for input into Programapedia.  The purpose of this inventory is to provide the inputting author with a quick overview of what they will be inputting as well as making clear the connection between presenters and their programs. Please make sure the title of the profiles you list below match the titles you listed on the individual collection forms.

Presenter - Please list the first and last name of each presenter being submitted

1.

2.

3.

Company - Please list the name of each company being submitted

1.

2.

3.

Program - Please list the name of each program being submitted. If the program corresponds to a presenter or company also being submitted or already in Programapedia, put the name of that presenter or company in parentheses after the name of the program. For example, Program Name (Presenter/Company Name)
1.

2.

3.

Library - Please list the name of each library being submitted

1.

2.

3.

Submitted by:

Library:

Phone Number:

Email Address:

To the inputting author: Before submitting this information to Programapedia, please search Programapedia to make sure these profiles don’t already exist. 
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