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Wrap-Up Celebration Invitation Templates

The following templates can be used to create invitations to your end of year Neighbourhood Small Grants (NSG) Wrap-up Celebration event. Many communities use Eventbrite to send out free tickets, so they have a sense of how many people are coming to the event, or have people RSVP by email. 

The first template is to invite Project Leaders to bring physical displays that showcase their projects, such as a storyboard, photo album, or computer slideshow, which can be set up in a trade show or fair type environment. The second template is to invite a smaller group of selected Project Leaders to do oral presentations about their projects. Both templates include reminders of the Project Leader online survey. These surveys will be used to create the annual evaluation report and your local data will also be compiled and given back to you to use for reflection and learning.


Event Invitation Template for Project Leaders (Invitation to Bring Displays)

Hello Neighbourhood Small Grants (NSG) Project Leaders,

It has been another fantastic year of inspiring, creative projects. Thank you for all of the community building you have done with your grants and for making our neighbourhoods better places to live!

Here are a few notes on how to wrap up your project with us for [insert year]: 

1) All funds from your grant must be spent by [insert date]. If you are unable to spend them by then, please contact me to discuss your situation. 

2) Attend the NSG Wrap-Up Celebration on [insert date and time] at [insert location]. Attendance is mandatory unless you make other arrangements.

This event is a great opportunity to share about your project as well as to see all the other fantastic things that have been happening in our community! The event is family friendly, [insert accessibility information] and refreshments will be provided.

Please prepare a presentation about your project - a poster board, photo album, slideshow of photos or so on - to share with other Project Leaders and our guests from [insert Partner Organization and/or funder names, City Council etc.]. Both wall and table space are available for your display. You will not be presenting to the full group. Instead, you will have the opportunity to set up a little station that people will visit. You are welcome to bring a digital slideshow or PowerPoint presentation, but you must also bring a laptop or tablet to show it on. Places to plug in devices are limited, so please bring them fully charged. 

Please RSVP [insert RSVP method such as Eventbrite link or by replying to this email] by [insert date]. In your RSVP, please include 1) The name of your project 2) The number of people who will be coming from your project and their names.

Also, please give us your feedback! We would love if you could fill out the following survey to let us know about your experience with the NSG program: [insert url]. It will only take a few minutes. If you have difficulty with the online survey, let me know and I can send you a pdf to print and submit at the event. [Insert information about any incentives being offered such as a draw for a prize].


Event Invitation Template for Project Leaders (Oral Presentations)

Hello [insert names],

It has been another fantastic year of inspiring, creative projects. Thank you for all of the community building you have done with your grants and making our neighbourhoods better places to live!

We are looking for a few Neighbourhood Small Grants (NSG) projects to do short verbal presentations at our upcoming Wrap-Up Celebration on [insert date]. I thought of the [insert project name] and wanted to extend the invitation to you. 

This would be a short 5 minute presentation to other NSG Project Leaders, volunteers and staff of the program and our guests from [insert Partner Organization and/or funder names, City Council etc], about your project and how it went. It can be very simple and informal. 

Examples of the kinds of questions we hope you'll answer in your presentation, if you choose to do one, are:
· What was your project about? 
· What were the best 3 things that happened during your project?
· What inspired you to do this project and what did you learn?
· How did your project reflect and/or celebrate the diversity of your neighbourhood?
· How did your project build community or connect people in the neighbourhood? 
· How do you hope to keep those connections going or strengthen them moving forward?
· Is there anything you would recommend to others doing similar projects?

You are welcome to bring photos or a PowerPoint on a flashdrive to show while you talk, but this is optional. Please let me know if you need us to provide a laptop, projector and screen.
Please let me know if this opportunity interests you! If not, you are also able to bring a physical display of your project to the Wrap Up Celebration instead - just let me know and I will provide more information about this. 

Also, please give us your feedback! We would love if you could fill out the following survey to let us know about your experience with the NSG program: [insert url]. It will only take a few minutes. If you have difficulty with the online survey, let me know and I can send you a pdf to print and submit at the event. [Insert information about any incentives being offered such as a draw for a prize].
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