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Course Proposal Form
Please complete all fields. If ESCMID support is granted, this form will be used – after updating from your side – to assemble a leaflet for the announcement of the course and a course website at www

HYPERLINK "http://www.escmid.org/education".

HYPERLINK "http://www.escmid.org/education"escmid

HYPERLINK "http://www.escmid.org/education".

HYPERLINK "http://www.escmid.org/education"org

HYPERLINK "http://www.escmid.org/education"/

HYPERLINK "http://www.escmid.org/education"education. 

Course Information

Course Type: PGEC or PGTW
Course Title: 

Organiser(s):

 you can attach the logo(s) of the organiser(s), if you want to see them included (please attach these directly and do not include in this word document)

City: 

Country: 

Course Date and Duration: 

Course Venue (please submit a written confirmation of the venue that the necessary rooms are available during the time of the course): 

Contact Person (responsible for Educational Programme): 

Administrative Secretariat: 

Course Objectives / Description: 

Target Audience (incl. min/max number of participants): 

Faculty Members: 

Registration Procedure: The registration form can be found on the ESCMID website at www.escmid.org/education. Please return it to the course administrative secretariat by DATE.

CME Accreditation: The organiser of the course will apply for European CME accreditation through EACCME. (or other text or delete, if not appropriate; PLEASE NOTE that the course organiser is responsible for the timely application for CME accreditation for more information see www

HYPERLINK "http://www.eaccme.eu".

HYPERLINK "http://www.eaccme.eu"eaccme

HYPERLINK "http://www.eaccme.eu".

HYPERLINK "http://www.eaccme.eu"eu) 

Registration Fee: 

EUR XXX for ESCMID members (or other societies)
EUR XXX for all others

Please state what is included
Attendance Grants: ESCMID provides a number of attendance grants for young attendees (up to 40 years) covering the registration fee, but not travel or accommodation costs. Please apply via the ESCMID website at www.escmid.org/education before DATE. If there are more applicants than available grants, preference will be given to ESCMID members. Applicants will be informed about their acceptance by DATE. 

Scientific Programme: 

Additional (mandatory) information for approval by the ESCMID Executive Committee

Explanation of importance of this course: 

Rough budget (incl. faculty expenses, meeting facilities, accommodation costs, registration fee and sponsoring): please use attached template
Statement: As organiser, I hereby agree that

1. I will be responsible for the financing of the course. I bear the financial risk of the course and shall assume any deficit suffered. 

2. I will allow evaluation of the course by the participants and provide ESCMID with this data. (ESCMID will provide templates)

3. I will send a complete list of participants to ESCMID. (ESCMID will provide a template)

4. I will collect the slides of all speakers (PowerPoint or PDF file) and the written permission of the speakers to make the material of the event available in the ESCMID Online Lecture Library.

5. any possible financial surplus generated by the course will be shared by the Study Group (in general: organising body) and ESCMID.

I am aware that the financial contribution of ESCMID is dependent on my compliance to these statements and I confirm this with my signature.
Furthermore please consult the ESCMID Operating Procedures for Educational Activities at www.escmid.org/eop. 
Signature (electronically possible): 
___________________________________

Full name: 
___________________________________

Leaflet production information

Upon approval of your proposal by the ESCMID Executive Committee, the ESCMID Office will ask for additional material for leaflet production. 

Please be ready to provide

1. one picture of the city, where the course will take place (in printing quality)

2. one picture reflecting the course topic with short legend (in printing quality)

Explanation - printing quality: The pictures should be in the formats TIFF, EPS or JPG and should be at least 1200x1200 pixels (right click on picture, choose “Properties”, click on “Summary” and if necessary on “Advanced”), which corresponds to approx. 10x10 cm with 300 dpi.
If you do not have suitable pictures, please get in contact with us, we might be able to help you.

Please make sure that this form is complete and that you provide with it:

· Logos of the organizer(s)
· Picture of the city

· Picture reflecting the topic

· Written confirmation of the venue

· Completed budget template

Procedure of information flow before the course

· Course registrants send their registration to the course administrative secretariat (as indicated in the form above)

· Attendance grant applicants apply online on the ESCMID website. The ESCMID Office collects the information and delivers a commented list with ESCMID recommendations and all application documents to the course organisers directly after the grant application deadline.

· From this list, the course organisers choose their preferred grant candidates (on the basis of the application documents) and send this information back to the ESCMID Office.

· ESCMID will approve the list of grant receivers.

· The course organisers can then inform the grant receivers. If there are more eligible applicants than grants, the final decision is left in the responsibility of the organiser.

· At the general application deadline, the course organisers establish a complete list of participants (name, city, country, email address). ESCMID provides a template for your convenience upon approval of the course.

· Directly after the course, the course organisers send a brief final report to the ESCMID Office. This report should contain the final financial balance (receipts are not requested, but should be kept by the course organiser in case documentation is necessary). Enclosed with the report, the course organisers also send all presentations held (including the permission of the speakers to publish these in the ESCMID OLL), the evaluation documents as requested and optionally some course pictures.

· Only after completion of these tasks, the course organisers are entitled to claim the financial contribution from ESCMID (an invoice template will be provided by ESCMID).

· The course organiser will provide a final list of participants to ESCMID as part of the final report after the course.
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