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	*APTA New York DISTRICT:	
	

	SUBMIT COMPLETED FORM TO:
	Erin Stack estack@aptany.org 



Items with an *asterisk are required.

	SUBMISSION & EVENT CONTACT INFORMATION:

	*Date Requested for Posting to APTA New York Events Calendar & District Webpages
	[bookmark: _GoBack]

	*Event Contact Name
	

	*Event Contact Email Address
	



	EVENT INFORMATION

	*Event Name
	e.g. District Spring Conference

	*Date & Time
	

	*Venue Name & Address
	

	Special directions/parking information
	Parking lot, street or valet parking, & costs, etc.



		SESSION INFORMATION	

	*Course Title
	

	*Number of CEHs (approved/pending)
	

	*Did you submit a CE application to Karen Curran (APTA New York CE Approver) for credit?
	

	*Maximum Course Capacity
	

	*Registration Cut Off Date (latest allowable deadline is midnight, the night prior to the event)
	

	*Course Description for web & emails
	

	Any specific event reminders
	e.g. “wear loose clothing” or “bring a yoga mat”


Add more sections as needed for additional sessions by copying/pasting the above table. 

	EVENT REGISTRATION FEES

	*PT/PTA Member
	

	*PT/PTA Non-Member
	

	Student Member
	

	Student Non-Member
	



	PRESENTER INFORMATION

	*Presenter’s Name and Designations:
	

	*Presenter’s Title/Organization:
	

	Presenter’s Bio:
	

	Presenter’s course/session:
	Only applicable if you are offering multiple sessions 


Add more sections as needed for additional presenters by copying/pasting the above table. 

	REQUESTED MARKETING SCHEDULE – EMAIL OUTREACH

	Email Message: 
	Date:
	To:

	Email Message 1
	
	 

	Email Message 2 
	
	

	Email Message 3
	
	


Please note the district email policy below in details. 


	REQUESTED MARKETING SCHEDULE – SOCIAL MEDIA

	Social Media Messaging
	Date:
	Platform (e.g. Instagram)

	Post #1: Replace with suggested language for posting captions
	
	 

	Post #2: Replace with suggested language for posting captions
	
	

	Post #3: Replace with suggested language for posting captions
	
	


You are welcome to add rows to the table above for additional requested social media posts
*You will be connected directly with Juliet Barney: Jbarney@aptany.org to finalize your posting content


	EVENT IMAGE/GRAPHICS

	Include image(s) in the following spots
	Emails, event page, etc.

	Image should be copied/ pasted here OR attached to email with form submission sent to estack@aptany.org 
	




	EVENT CANCELLATION POLICY

	STANDARD APTA New York POLICY IS BELOW:

	Cancellation requests must be received three weeks prior to the course (INSERT DATE), and be in writing. They must be sent to the district event coordinator at (INSERT EMAIL ADDRESS) for approval. All cancellations are subject to a 25% administrative fee. 



DETAILS: 
· All courses will have an event page, and will be promoted via email, social media, and CE calendar.
· This event form must be submitted via email as a word document, titled with District name and event date.
· Event requests will be honored as quickly as possible but a minimum of 1 weeks’ notice to requested posting date is requested.
· APTA New York reserves the right to adjust any of the above content for email and web formatting as needed. 
· Cancellations will be charged a fee for credit card processing. If you do not implement a fee for attendee’s cancellations, your district will have to cover the processing cost. 
· District approval of cancellations must be forwarded to estack@aptany.org for refund processing. 
· District email policy: For courses that are 6 hours or longer, districts are permitted to request two event emails to the full chapter membership; one announcement, and one reminder. Timing of the statewide email blast will be dependent on the chapter office email activity. Districts are permitted to request that event emails be sent to surrounding districts. See full email policy in on district webpage. 
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