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Learning Day Save the Date and Registration Templates

The following templates can be adapted to notify potential Neighbourhood Small Grants (NSG) Learning Day participants to save the date for the event, when registration is open and to create the registration form itself. The save the date notice should be sent out approximately six weeks in advance of the event, and the registration should open about four weeks before. While the save the date notice will only need to be sent out once, you will likely need to remind people to register a few times. 

Registration usually happens through Eventbrite but you can choose to do it in another way as well. You will need to set your registration date 1-2 weeks before the event, to give yourself time to open up any remaining spots if any of the communities couldn’t fill their quota of participants.


Save the Date Template

Please save the date for the upcoming Neighbourhood Small Grants (NSG) Learning Day! We wanted to share some initial details, so that you can mark your calendars and share them with others in your community.

Purpose: This event will bring together people involved in the NSG program to share stories, information and best practices, network and connect with one another and develop their skills and knowledge.  

Location: [insert venue name and address if available]

Date and Time: [insert date and time]

Cost: 
· [Insert information on what is covered, such as sessions and meals]  
· [Insert information on what participants will be responsible for, such as mileage, parking and other travel costs] 

We would love for you to extend the invitation to the learning day to some of the other NSG participants in your community. We have space for each community to bring, in addition to their Program Coordinator, up to [insert number] Partner Organization staff, Neighbourhood Granting Committee members, Project Leaders and project participants. If you have a person in mind, please share this notice with them and let us know their names and email addresses by [insert date]. More information, including the agenda and registration details will be sent out [insert timeline].

We are also interested in reaching out to the NSG community to see who might be interested in sharing their knowledge with us. Please let us know if you are interested or would like to suggest someone from your community to lead a workshop or discussion or to present on and/or offer a miniature version of their NSG project. The theme of this year’s learning day is [insert theme if applicable] and we are particularly interested in workshops, discussions and demonstrations about [insert focus/topics if applicable].

For questions, please contact: [insert contact information]

Thank you for your continued input and we look forward to seeing you all in [insert month]!


Registration Notice Template

Registration is now open for the [insert year and region if applicable] NSG Learning Day!
 
To register please go to: [insert link - usually Eventbrite is used for this] by [insert deadline for registration]
 
Date & Time: [insert date and time]

Location: [insert venue name and address]

Accessibility Information: [Insert accessibility info about venue and event. For information on event accessibility please see the Making an NSG Event Accessible and Inclusive Template]

Programming: This event will bring together people involved in the NSG program to share stories, information and best practices, network and connect with one another and develop their skills and knowledge. [Insert any further info about themes and goals of the learning day]. Please see the attached agenda for more information [attach agenda if it is available].
 
Workshops and Presentations: [insert information on workshops and presentations, including those facilitating or speaking]
 
Cost:
· [Insert information on what is covered, such as sessions and meals]  
· [Insert information on what participants will be responsible for, such as mileage, parking and other travel costs]
 
For questions, please contact: [insert contact information]

We look forward to seeing you there!


Registration Form Template

Registration is generally done on Eventbrite. A template is also available that can help you keep track of who is coming and all of their information, so that you can plan accordingly.

Name:
Email:
Phone Number:
What is your NSG Role (for example: Program Coordinator, Partner Organization staff, Project Leader, Neighbourhood Granting Committee member)?
What community are you from?
Do you have any dietary preferences or needs?
Do you have any accessibility needs you would like us to know about (for example, a scent reduced or wheelchair accessible space, translation services etc)? 
Is there anything else you’d like to tell us?
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