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Email Invitation Templates

Facilitator Tip: Modify the text inside the brackets to reflect your needs.

Sample Internal Communication

Dear Colleagues,

[I/we] would like to invite you to a free and thought-provoking web seminar and discussion on Open Access. 

As you may know, 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.

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 this effort, EDUCAUSE is offering an

EDUCAUSE Live! Web Seminar, “Throwing Open the Doors: Strategies for Open Access” with Tracy

Mitrano of Cornell University and Heather Joseph of SPARC on Oct. 23 at 1 p.m. ET.

To increase the dialogue about Open Access, EDUCAUSE will also provide a Campus Facilitator Kit, which will contain discussion materials and other resources you can use to facilitate participation at member institutions. Please join your [name of institution here] colleagues at [insert day, date, time, location] for the webcast and lively discussion. All students, faculty, and staff are invited to participate.

For information on Open Access Week, visit http://www.openaccessweek.org/.

[I/we] hope you'll be able to join us. Please feel free to contact me directly with questions.

Sample External Communication

Dear Colleagues,

[I/we] would like to invite you to a free, virtual seminar and discussion on Open Access, sponsored by EDUCAUSE (http://www.educause.edu).

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.

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. Please join us at [insert day, date, time, location] for an informational webcast and lively discussion. For information on Open Access Week, visit

http://www.openaccessweek.org/.

[I/we] hope you'll be able to join us. Please feel free to contact me directly with questions.
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