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EDUCAUSE EVENT PLANNING KIT



        


Available at:  http://net.educause.edu/ir/library/word/EOC_EmailTemplate.doc
Host Tip: Modify the text inside the brackets to customize for your needs. Immediately following the template are two sample emails using this template. 

Email Template

Dear Colleagues,

On [insert date], you are invited to join members of the [insert institution or department name] community for [name of event], a [description of event] co-hosted by EDUCAUSE, a nonprofit association whose mission is to advance higher education by promoting the intelligent use of information technology.
This event includes virtual elements [write brief description of the topic area, speakers, and session types.] We  will be watching the presentations as a group and interacting with fellow participants through chat, helping us drive home key ideas and laying the groundwork for future collaborations. 

The event is scheduled for [insert date]. We will be participating in [insert the location here.] [Insert information about any food provided or specific event requests.] 

By participating in the event, you’ll have an opportunity to meet new colleagues, learn about projects already under way, and begin building connections that will last beyond the event. If you’d like to join us, please e-mail [insert name] by [deadline date] to reserve your space. 

For further information, please contact [insert name and information]. Full program details can be found online at: [insert event page] 

Sample Email (1)
Dear Colleagues,

On November 3-6, you are invited to join members of the Academic Computing Group at EDUCAUSE 2011 Online, a virtual conference for IT professionals in higher education that explores the key issues impacting our institutions today, from dealing with reduced IT budgets and understanding emerging technologies to the role that IT can play in developing collaborative, transformative learning environments. 

The online conference includes a series of virtual presentations, including keynote addresses from Seth Godin, danah boyd, and Michael McRobbie, expert discussion sessions, and streamed point/counterpoint sessions. Our on-campus team will be watching the presentations as a group and interacting with fellow participants through chat and discussion boards, helping us drive home key ideas and laying the groundwork for future collaborations. 

(con’t)

The event is scheduled for Wednesday, October 19 to 11:30 a.m. Friday, October 19. Our campus team will be participating in Water Hall in Room 406. Refreshments, including a catered lunch, will be provided throughout the day by the Provost’s Office.  

By participating with the team, you’ll have an opportunity to meet new colleagues, learn about projects already under way on campus, and begin building connections that will last beyond the event. If you’d like to join us, please e-mail Lisa Tate to reserve your space. 

For further information, please contact Lisa at: 567-9305. Full program details can be found online at http://net.educause.edu/e112. 

Sample Email (2)

Dear Colleagues,
 

I am writing to invite you and your campus colleagues to a webcast and discussion on Open Access. 
 

Open Access is a growing international movement that encourages the unrestricted sharing of research results with everyone, everywhere, for the advancement and enjoyment of science and society. It is based on the principle that all research should be readily accessible online immediately after publication. The movement has been gaining momentum around the world as it is embraced by a growing number of researchers, funders and policymakers.
 

Following on the success of last year’s first Open Access Day event, the first international Open Access Week 2009 will take place October 19-23. This is an opportunity to broaden the awareness and understanding of the initiative among researchers, the international higher education community and the general public. 

As part of the effort to increase dialog about Open Access, EDUCAUSE is offering an EDUCAUSE Live! webcast and discussion materials to facilitate participation at member institutions. At Technology University, we plan to host a local event around the webcast, providing members of our campus team and local colleagues with the opportunity to watch together, share ideas, and respond to discussion questions in a collegial environment. 

We hope you’ll considering joining us in Walter Hall on October 23 at 1 p.m. ET for this event. The live webcast will be followed by facilitated discussion on site so we hope you’ll plan to stay for the duration. Afterward, we will have refreshments sponsored by the Academic Technology Division. 

To RSVP, or for more information about the event, please visit: http://www.techuniversity.com/live. I am also attaching detail directions to our campus and nearby parking garages for interested colleagues. Please feel free to distribute this invitation to colleagues on campus. 

I hope you’ll be able to join us. 
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