
UBC Centre for Cultural Planning and Development 
Workshop Portfolio Guidelines 

The portfolio serves to demonstrate the successful completion of three workshops offered by the UBC 
Centre for Cultural Planning and Development, an understanding of the core concepts and information 
presented in each workshop, and its relevance to your community or organization.  

Your portfolio will consist of three executive summaries – one for each of the workshops you completed, 
based on the information presented by the instructor as well as your participation in live discussion and 
the online discussion boards. Each executive summary should: 

1. Describe the core concepts, themes and key information addressed in each workshop.  
2. Identify the most valuable topics and/or information presented in each workshop.  
3. Itemize their implications for your community or organization, and how you can apply the 

knowledge and information gained in your own context. Be specific. 

Tailor each executive summary as if you were submitting it to the appropriate person(s) in your 
workplace. This may be your executive director, senior manager, and/or staff or other colleagues. The 
objective is to summarize the key points of each workshop for them, outline the implications of the 
lessons learned, and how these concepts, ideas or information could be applied in the context of your 
own community or organization.   

Executive Summaries 

You are required to write an executive summary for each of the workshops you have completed and 
would like to apply as an elective for the UBC Certificate in Cultural Planning. Each executive summary 
should not exceed 2 pages, single-spaced, 0.75’’ margins, minimum 11pt font; you may add one page for 
graphics, figures or tables.  

Since the executive summaries will be written with your community or organization in mind, they are 
not required to reflect a specific format. You may structure your executive summaries as you see 
necessary; however, each executive summary should be concise and easy to read. It is essential to think 
for whom the executive summaries are being written for and how to communicate effectively to them.  

For easy reading, indentations and bulleted lists are appropriate.  You may also add graphics, diagrams, 
figures, or tables to summarize or illustrate complex ideas or information. You are not expected to 
provide references as in academic and professional documents. There may be points that you are 
making in relation to specific materials to which you can refer; however, full bibliographic citations are 
not required.  

How to Submit 

Please email all three executive summaries to the UBC Centre for Cultural Planning and Development as 
one portfolio. Include the following information with your portfolio:  1. Name and contact information; 
2. Current position held; 3. Your place of work; 4. Workshops completed, including the course code, 
instructor, and start/end dates.  

Email your portfolio, including all related information and contact details to 
cultural.planning.exl@ubc.ca or kate.stewart@ubc.ca  

mailto:cultural.planning.exl@ubc.ca
mailto:kate.stewart@ubc.ca


Applicants must pay a one-time $175 application fee to have their portfolio reviewed. If you opt to 
submit two portfolios (i.e. for six workshops), you will still only need to pay this fee once. When you 
submit your portfolio via email, you will be sent a link to pay this fee via credit online. 
 
Or, alternatively, you may mail a cheque made payable to the Centre for Cultural Planning and 
Development to: 

Centre for Cultural Planning and Development 
UBC Extended Learning 
410-5950 University Boulevard 
Vancouver, BC   V6T 1Z3 
Canada 

Assessment 

All submitted portfolios will be reviewed by the UBC Centre for Cultural Planning and Development, and 
a Pass (P) or Fail (F) standing will be granted. Pass (P) denotes satisfactory completion of the 
requirements of the subject; credit granted where applicable. Fail (F) denotes fail standing and students 
will not be able to apply the workshops as an elective for the UBC Certificate in Cultural Planning.  

You will be notified by email of your standing, and it will also be recorded on your transcript.  

 


