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These are some suggestions for a smooth planning and execution of the workshop.

A month or so before the workshop:

· Meet with the workshop organizers. Set a date and time with them. Give them a list of your requirements for the day of the workshop such as computer, projector and so forth. Make sure the venue of the workshop is comfortable, well lit and quiet, has adequate seating, and enough parking areas.

· Work on the marketing – You may want to use the flyer provided along with this booklet in your marketing efforts or you could develop your own. 

· Prepare yourself thoroughly for leading the workshop. Make sure you rehearse the material and clarify any theoretical doubts that you have. Anticipate any kinds of questions from your audience. Be prepared for them.

· Try and send out some kind of registration form to the prospective audience so that you get any idea of the participant-profile before the actual event. An example of such a form is attached in this booklet.

A week or so before the workshop:

· Depending upon the number of registrations make enough copies of all the material to be handed out. 

· Again review all the presentation material. Keep doing it until you are totally comfortable with it.

· Visit the venue of the workshop and make sure it is suitable for your purpose of the workshop.

· Carry out any last minute publicity procedures like press releases.

· If you are not yet then get comfortable using the computer and projector.

On the day of the workshop: 

· Make sure that you get early enough to the venue to set up the place and the equipment. 

· Make sure that your assistant is ready to carry out the registration activity.

· Conduct the workshop with confidence. Start on time. Keep track of time. 

· Try and answer all questions, if you cannot answer any question link the parents with any other resources such as books or websites.
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Get answers to questions like what is multiple intelligence? Can I foster my child’s intelligence?  How do I find out my child’s strengths and weaknesses? What are learning styles? And many more…….                                           

Place:

Date: 

Time:

Contact:

Many Faces of Intelligence

Registration Information

Date:

Name: 

Age:

Sex: 

Highest educational level: 
(   )
Some high school





(   )
High school diploma





(   )
Some college





(   )
Bachelor’s degree





(   )
Master’s degree






(   )
Doctoral degree

Organization:

Age of your child/children:

Purpose of attending the workshop:

Your expectations from the workshop: 

Any other comments:
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