Spirit & Place Festival Application Prep Sheet
Use this sheet to prepare your responses before submitting an online application.
Character counts include spaces.

SPECIAL INSTRUCTIONS & REQUIREMENTS

“NA”: Most fields are required in the online application. If you have no information to provide, you will need to enter “NA” to advance. Do not enter NA before attempting to find the info.  

ADDRESSES: When prompted, you must include physical and email addresses. If selected for the festival, this information is utilized. (I promise we don’t ask for anything that isn’t needed!)

SOCIAL MEDIA: Social media is most successful when all partner organizations, including venues, are tagged in posts. The application requires you to provide social media URL links (format examples below) whenever possible. (Enter “NA” if they don’t have an account – but check first!)  
	Facebook URL: www.facebook.com/SpiritandPlace
	Instagram URL: www.instagram.com/spirit_and_place/
	Twitter/X URL: https://twitter.com/spiritandplace 

NATURE OF COLLABORATION: The section on collaborating partners will ask you to define the nature of the collaboration based on the criteria below. Please note the actual online application will allow you to choose more than one “nature of collaboration” category. This form only allows one choice.
Event Design - this partner is helping to design the experience of what the audience will  "think, feel, and do.” 

Content expertise - this partner is providing essential knowledge and/or skills. 

Hosting/Venue - this partner is providing an event platform, whether virtual or in-person.

Staff support - this partner is providing staff support to help administer/coordinate the event.

Promotional support - this partner will help promote the event.

Supplies - this partner is supplying necessities including, but not limited to food, water, art supplies, signage, programs, etc.

COLLABORATION STATUS: You are asked if the listed collaborating partner is All In, Possibly Interested, or Hasn’t been contacted. The last response is a huge RED FLAG to the Selection Committee and diminishes your prospects of getting into the festival. 


Lead Partner Information:
The LEAD PARTNER is the person or organization responsible for submitting the application and communicating with Spirit & Place during the application phase and beyond. If selected for the festival, the lead partner forwards important information to their collaborating partners. 

[bookmark: Text1]Organization Name:      
[bookmark: Text2]First Name:      
[bookmark: Text3]Last Name:      
[bookmark: Text4]Email Address:     
[bookmark: Text5]Phone (work/office):      
[bookmark: Text6]Phone (cell):      
[bookmark: Text7]Street Address:      
[bookmark: Text8]Bldg or Room #:      
[bookmark: Text9]City:      
[bookmark: Text10]State:      
[bookmark: Text11]Zip Code:      
[bookmark: Text12]Website:      
[bookmark: Text13]Facebook URL:      
[bookmark: Text14]Instagram URL:      
[bookmark: Text15]Twitter/X URL:      

*REMINDER: 
When it comes to providing social media information, we need URLs and not, for example, Facebook page names. Please do a quick search to find and supply the information we need.

Collaborating Partner Information
COLLABORATING PARTNERS are those involved with the actual planning, design, and hosting of the event. Donors and sponsors are not collaborating partners. Presenters and performers—unless a part of a planning team—are not collaborating partners. (Save those entries for the TALENT section.) The online application will allow you to enter up to 5 collaborating partners. 
	Collaborating Partner #1 (Required): 
Organization Name:      
Contact First Name:      
Contact Last Name:      
Email Address:     
Phone (work/office):      
Phone (cell):      
Street Address:      
Bldg or Room #:      
City:      
State:      
Zip Code:      
Website:      
Facebook URL:       *Provide the page URL rather than just the page name. 
Instagram URL:        *Provide a URL rather than just a handle.
Twitter/X URL:         
[bookmark: Dropdown1][bookmark: Dropdown2]Nature of Collaboration:  *Online app allows you to choose more than one.
Is this partner …:  *Remember: The last choice is a RED FLAG to the committee.


	Collaborating Partner #2 (Optional): 
Organization Name:      
Contact First Name:      
Contact Last Name:      
Email Address:     
Phone (work/office):      
Phone (cell):      
Street Address:      
Bldg or Room #:      
City:      
State:      
Zip Code:      
Website:      
Facebook URL:      
Instagram URL:      
Twitter/X URL:      
Nature of Collaboration: 
Is this partner …: 


	Collaborating Partner #3 (Optional): 
Organization Name:      
Contact First Name:      
Contact Last Name:      
Email Address:     
Phone (work/office):      
Phone (cell):      
Street Address:      
Bldg or Room #:      
City:      
State:      
Zip Code:      
Website:      
Facebook URL:      
Instagram URL:      
Twitter/X URL:      
Nature of Collaboration: 
Is this partner …: 


	Collaborating Partner #4 (Optional): 
Organization Name:      
Contact First Name:      
Contact Last Name:      
Email Address:     
Phone (work/office):      
Phone (cell):      
Street Address:      
Bldg or Room #:      
City:      
State:      
Zip Code:      
Website:      
Facebook URL:      
Instagram URL:      
Twitter/X URL:      
Nature of Collaboration: 
Is this partner …: 


	Collaborating Partner #5 (Optional): 
Organization Name:      
Contact First Name:      
Contact Last Name:      
Email Address:     
Phone (work/office):      
Phone (cell):      
Street Address:      
Bldg or Room #:      
City:      
State:      
Zip Code:      
Website:      
Facebook URL:      
Instagram URL:      
Twitter/X URL:      
Nature of Collaboration: 
Is this partner …: 





If you have more than 5 collaborating partners, please list all the partners you can in the online application and email the remaining partner information – including addresses, phone #, URLs, etc. – to ekkelley@iupui.edu.



[bookmark: Dropdown3]Venue Information
Which best describes how you plan to conduct your event? 

If hosting an in-person event, provide the following information.
[bookmark: Text17]Venue/Building Name:      
[bookmark: Text18]Room (NA, if not applicable):      
[bookmark: Text19]Street Address:      
[bookmark: Text20]City:      
[bookmark: Text21]State:      
[bookmark: Text22]Zip Code:      
[bookmark: Text23]Venue Contact Name:      
[bookmark: Text24]Venue Phone:      
[bookmark: Text25]Venue Email:      
[bookmark: Text26]Event Seating Limit/Venue Max Capacity:      

[bookmark: Text27]Parking & Entry Instructions – What does the public need to know about parking and which entrance to use? (e.g., Free or paid parking? Use Door #6, etc.)      

[bookmark: Text28]If hosting a virtual or hybrid event, which platform will you use? (i.e., Zoom, Facebook Live, Vimeo, etc.)      



Accessibility 
Festival events must be held in an accessible facility and requests for accommodation should be made whenever possible. Moreover, pledging to provide accommodation will be noted by the Selection Committee. (Don’t overpromise! Talk with Spirit & Place to learn more about how to make events more accessible.)

Please choose the statement that best describes your venue. If your event is being hosted in an historic structure or outdoors, please contact Erin Kelley to discuss the accommodation you can make. 

[bookmark: Dropdown4]Our venue is . . . 

[bookmark: Dropdown7]Will ASL interpretation be provided? 

[bookmark: Dropdown8]Will large font copies of printed materials (e.g., programs, handouts, etc.) be available? 

[bookmark: Dropdown10]Will audio description or assistive listening services be provided? 

[bookmark: Dropdown9]Will seating for those with mobility concerns and/or service animals be reserved? 

[bookmark: Dropdown11]Will childcare be provided? 

Talent 
TALENT represents those key players – speakers, panelists, performers, artists, etc. – featured in the event. Talent does not include vendors, sponsors, or donors. If working with an organization or ensemble, you do not need to list individual performers. Enter “NA” as needed.

	[bookmark: Text29]Talent #1 (Optional):
Organization, ensemble, or individual:      
[bookmark: Text30]Email:     
[bookmark: Text31][bookmark: Text32]Website or Bio Link:      
Facebook URL:      
[bookmark: Text33]Instagram URL:      
[bookmark: Text34]Twitter URL:      
[bookmark: Dropdown5]Describe the role of the talent: 
[bookmark: Dropdown6]Is the talent . . .: 


	Talent #2 (Optional):
Organization, ensemble, or individual:      
Email:     
Website or Bio Link:      
Facebook URL:      
Instagram URL:      
Twitter URL:      
Describe the role of the talent: 
Is the talent . . .: 


	Talent #3 (Optional):
Organization, ensemble, or individual:      
Email:     
Website or Bio Link:      
Facebook URL:      
Instagram URL:      
Twitter URL:      
Describe the role of the talent: 
Is the talent . . .: 


	Talent #4 (Optional):
Organization, ensemble, or individual:      
Email:     
Website or Bio Link:      
Facebook URL:      
Instagram URL:      
Twitter URL:      
Describe the role of the talent: 
Is the talent . . .: 

	Talent #5 (Optional):
Organization, ensemble, or individual:      
Email:     
Website or Bio Link:      
Facebook URL:      
Instagram URL:      
Twitter URL:      
Describe the role of the talent: 




If you have more than 5 key “talent” to list in the online application, email the remaining information – including URLs – to ekkelley@iupui.edu.

Media & PR
Who is the best person to work with to coordinate promotional activities such as scheduling media interviews? 

[bookmark: Text35]Media Contact Name:      
[bookmark: Text36]Email:      
[bookmark: Text37]Phone:      



Event Essentials 
[bookmark: Text38]Event Title (85 characters):      

Select NO MORE THAN TWO (2) categories that best summarize your event format:
[bookmark: Check1]	Workshop (i.e., skill-building activities & not just listening to speakers) |_|
[bookmark: Check2]	Panel Discussion (you’re urged to keep panels to 3-5 people, including a moderator): |_|
[bookmark: Check3]	Lecture |_|
	Community Conversation (i.e., the audience speaks as much or more than panelists) |_|
	Family Friendly (i.e., intentionally designed for families) |_|
	Performance |_|
	Exhibit |_|
	Interactive/Hands-On Experience |_|
	Other:      

Date & Time
[bookmark: Text39]	Event State Date:      
[bookmark: Text40]	Event End Date:      
[bookmark: Text41]	Event Start Time:      
[bookmark: Text42]	Even End Time:      

[bookmark: Text43]If your proposed event is an exhibit or multi-day gathering, please provide the full date range. EX: Exhibit hours are Mon-Fri from 8am-5pm and Sat., 10am-3pm.      

Is the event free?      

If there is a charge, what is the ticket price?      

Will food be served?      



Audience
We know you welcome all, but this section asks you to drill down to describe who you have truly designed this event to engage and serve. 

Age. What age group are you primarily designing for? Check one.
Families (with children 12 and younger) |_|
Youth (10 – 19) |_|
Young Adults (20s & 30s) |_|
Adults (30s – 50+) |_|
Senior Citizens/Elders |_| 
Intergenerational |_|  
Note: Welcoming multiple generations to an event is different than designing an experience that engages youth and adults. Only check this box if you are doing the latter.


Learning Styles. Which learning styles (no more than 2) will your event most engage? 
	Visual Learners (i.e., people who learn through visuals/images) |_|
Auditory Learners (i.e., people who learn through listening) |_|
Reading/Writing Learners (i.e., people who learn through the written word) |_|
Kinesthetic Learners (i.e., people who learn though their senses/hands-on activities) |_|


Audience Characteristics. Choose no more than 3 characteristics that also describe your audience.
Nature Lovers |_|
Adventure Seekers|_|
Life-Long Learners |_|
Creatives/Artists |_|
Knowledge Seekers |_|
Skill-Builders |_|
Faithful/Spiritual |_|
Politically Conscious |_|
Social Justice-Oriented |_|
Other      


[bookmark: _Hlk155188872]Why/how will an audience with the ages, learning styles, and characteristics you’ve listed above be engaged by your event? (500 characters)      

How will you promote your event to this audience? (500 characters)      
Event Narrative
Applicants are strongly encouraged to review sample narratives before beginning this section.

Short Description (250 characters): 
[bookmark: Text44]Think in terms of an enticing event description like you’d find in the festival event guide. Besides your title, this is the first impression you’ll be making on the Selection Committee!      

[bookmark: _Hlk155188742]What’s happening? Describe the audience experience.
Describe how the audience will experience (think, feel, do) the event. Walk the Selection Committee through the format of your event and how it will flow from beginning to end. (1,200 characters)      

What is the theme connection? 
[bookmark: Text45]Explain how your event interprets the theme AND how the audience will experience or reflect upon the theme of GRATITUDE. (1200 characters):      

How will you use the HUMANITIES? 
Mention the specific humanities discipline you will use and how it illuminates the theme. Simply creating a human connection is NOT using the humanities. If your event is not humanities-focused, enter "NA." (1,200)      

How will you use the ARTS? 
Talk about the specific arts discipline you will showcase and/or how the art (display, practice, activity, etc.) will elevate the theme. If your event is not art-focused, enter "NA." (1,200 characters.)      

How will you use RELIGION? 
Be intentional and share how a faith's traditional practices, foods, sacred text, music, theology, etc. will be used in relation to the theme. If your event is not faith/spiritually focused, enter "NA." (1,200 characters.)      

Share your story. 
[bookmark: _Hlk155188614]What was your inspiration? Why did you reach out to the collaborating partners and/or talent you chose? How have you been inviting your partners and talent to think about the GRATITUDE theme? Here is your chance to tell the Committee about yourself and why you have crafted this event. (1,200 characters)      



Anything Else?
[bookmark: _Hlk155189042]This is your final chance to pitch to the committee why your event should be a part of the Spirit & Place Festival! Considering sharing your intentions or elaborating on the depth of your collaborations. If you’re launching a new idea, experimenting with a format, or leveraging this event to support existing work, say so! (1,200 characters)      



