SWEMF workshop information instructions

Please fill in all the sections on the following pages. This information will be used to produce: 

· the website event listing (the web version); 

· the workshop information sheet (a paper version for printing); 

· the online booking form;

· the paper booking form (to print and post to the organiser);

Take a look at a recent workshop entry on the website to see how this fits together. 

Summary Info

Please be concise and accurate, especially for the title and summary. The workshop organiser’s phone number is entirely optional, in case phone contact is preferred over email. All other fields are required.

Descriptive Texts

There are three text sections:

· About the workshop. 
Specify requirements for singers, instrumentalists, or both; what music is to be worked on, the pitch (for instruments, A=440 or 415 etc.), and whether to bring music stands, lights etc.

· About the tutor / leader.
A short biography is essential to help attract potential applicants. 

· About the venue.
Please include information about public transport, car parking, disabled access, availability of tea/coffee, local food shops, cafés, etc. Should participants supply their own mugs and/or packed lunches?

The text you supply will be reformatted to work properly on a web page, which is quite different to a fixed-size sheet of paper.  Fonts etc. may be adjusted to conform to a common “house style” for uniformity between forms and other documents, so it’s not worth spending time making it look pretty! Feel free to use bold and italic text as appropriate. 

Image

Please supply an image for the event listing on the website and poster.  This could be a  photo of the workshop leader (e.g. a head-shot), a picture of the composer, a photo of the venue, or anything else connected with the workshop. The tutor may well be able to supply this. You could insert the image in this document, or send a separate image file (jpg, png, pdf, etc.), or provide a link to an online image. If the image belongs to someone else, please obtain their permission first!

Please fill in all the information on the next page, and return the document to me at:

webeditor@swemf.org.uk
SWEMF workshop information form 

Summary Info.

This information is used to generate the booking forms and other documents, so please be accurate and complete!

	
	Please replace examples below with your own text.

	Workshop type
	e.g. Workshop for Voices & Instruments

	Short summary (few words)
	e.g. A Celebration of the 540th Anniversary of the Death of Andrea Gabrieli.

	Tutor (or leader)
	

	Workshop date 
	

	Workshop time 
	10am (10.30 start) - 5pm

	Closing date for applications
	

	Venue address & postcode
	

	Organiser:
name
	

	
"
address
	

	
"
email
	

	
"
phone (optional)
	

	Price:
Non EMF
	

	   " 
EMF members
	

	   "
18-25’s
	


Please enter your text sections below.

About the workshop

About the tutor / leader

About the venue

Anything else (including image)

