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Alumni
Marketing is a key component to the success of any event.  This document provides suggestions on what should be included in an announcement. Suggested timing of announcements can be found on the "Alumni Event Timeline" document in this toolkit.
Newsletter / event item announcement suggested format and information:
· Day of week
· Date (Month as word, not number)

· Headline/ title of event (Limit: 75 characters including spaces)
· Location/ venue (name, address including zip)

· Website URL for the venue if there is one

· Start time – end time (use format 12-hour, PM AM)
· Fee:  members, non-members rate or ‘no fee’
· Metro: Name of stop (what color lines in parens); or ‘not metro accessible’

· Short description (15 words)

· Full Blurb/description of the event and location, including ‘Dartmouth value-added’ and link to the venue’s website if applicable.  150 – 200 words

· Logistics – how to get there, how to pay, etc. Up to 100 words

· Link to sign-up page if applicable.
· Contact info: (organizer’s name or other designated person who has agreed to serve) with class, email address; include phone if desired

· Attach Photo (jpg preferred) or include link to photo

See Example Here

Tuesday, June xx, 20xx
DEN DC Structured Networking Event
Fish & Richardson P.C., 
1425 K Street NW, Suite 1100, Washington, DC. 
6:30 PM - 9:00 PM

Free

Metro: McPherson Square (Orange/Blue) or Farragut North (Red)

The Dartmouth Entrepreneurial Network of DC (DEN DC) will hold a structured networking event to facilitate connections among members. 
Plan to join the Dartmouth Entrepreneurial Network of DC (DEN DC) for a fun-filled evening of structured networking.  Come make some new connections, and bring your business cards!

Remember Metcalfe's law (http://en.wikipedia.org/wiki/Metcalfe%27s_law): the value of a network is proportional to the square of the number of connected users of the system (n2).  Here's a great opportunity to increase the value of your network!

Registration is required at the DEN DC Events web page http://www.XXXXXXXXXXXXXXXXXXXXXXXXXXXXXXXX
Questions? Contact Bob Jones at xxxxxx@icloud.com or (xxx)xxx-xxxx.
See image attached

(This document is based on a form created and used by the Dartmouth Club of Washington, DC.  Thank you, DC!)
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