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Instructions:

· The following template is a working file for fellows organizing an event (see our step-by-step instructions):
· If you have a preliminary program ready, bring a draft of this template to your first meeting with Mario Wimmer (Step 1)
· Bring the initial or a further developed draft to your meeting with the Events Office (Step 2b)
· Adjustments after Step 3: Please send to Events Office (with Communications Office in Cc)
· As soon as most information is confirmed, the Communications Office will set up a draft event entry on the Collegium website and inform you by email.
· Adjustments from that point onwards: please contact the Communications Office (with Events Office in Cc) and mark changes in blue.
· The final program will be directly downloadable from the website
	
· The styling of the template below is similar to how your program will appear on the website. However, you don’t have to adhere to these styles perfectly in this draft. The Communications Office will later align your program with the Collegium’s house style.
· Most events at the Collegium are free of charge and open to the public. If you prefer, you can also make it a closed event. In those cases, we usually offer the possibility that people may contact the organizer (you) directly if they wish to partake (see ex. 2 below).
· By default, the events at the Collegium are free of charge and usually without prior registration. If you prefer registration, we can offer the following possibility (see also our factsheet on this):





Format [e.g., workshop, conference, exhibition, etc.]

Title of the Event
Subtitle of the Event
[Max. 100 characters in total, for both title & subtitle together]


Month XX, 20XX, 00:00–00:00

Organized by Name
Venue: XX

Details: [please choose/specify as necessary (see info regarding registration above or in our factsheet)]
This is a public/closed event. Participation is free of charge. No registration is needed/please register.
The event is followed by a small reception.
Event abstract/lead. [Briefly explain what the event is about.]
[Additional introduction text, if necessary]

Range of targeted audience: 
[Please list a range of people who might be interested in your event or whom you would wish to reach. Think both within and beyond your direct scholarly/artistic discipline and consider a plurality of knowers (e.g., also students, independent researchers, policy experts, or people generally interested in certain topics.)]     

Program
[if several days: Day, Month X]

[Some usual formats are already prefilled or suggested. Please adapt as you see fit. You can add/delete rows as needed: right click on a cell in the table, click > insert, or click > delete cell]


	00:00
	Opening & welcome remarks

By [name of organizer] and the Collegium’s directorate


	00:00
	Session/panel Title
Possible Subtitle

Paper/talk Title
Possible Subtitle

Possible additional information.

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]


	00:00
	Session/panel Title
Possible Subtitle

Possible additional information.

Paper/talk Title
Possible Subtitle

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]

Paper/talk Title
Possible Subtitle

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]


	00:00
	Coffee break

	00:00
	Session/panel Title
Possible Subtitle

Paper/talk Title
Possible Subtitle

Possible additional information.

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]

	12:00
	Lunch

	
	Session/panel Title
Possible Subtitle

Possible additional information.

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]

Name [plus link to website/profile]
Affiliation, Country [ISO 2-digit country code]

	00:00
	Closing remarks

Followed by a small reception. [Only if confirmed, please delete/change if not applicable.]


	
	


[Any additional info]

[Place any additional important info here. 
You may also already submit short participant’s bios or short abstracts.]
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