[bookmark: Sampleinvitation]SAMPLE CTE Advisory Board Meeting sent via email.  Those that RSVP are then sent the agenda and email/calendar invite.



Good afternoon.  I hope this email finds you well.

Shawnee Community College is hosting its [ENTER SEMESTER] Advisory meetings for all Career and Technology Education (CTE) Program areas.  You are being contacted because you have either served in the past or have been recognized as a key partner in the field of [ENTER FIELD].  The purpose of the bi-annual meeting is to seek advice from industry leaders in order to improve our programs, curriculum, and better prepare our SCC students for the workforce.  We will be giving programmatic updates, as well as [ENTER ANYTHING SPECIFIC TO ENTICE ATTENDANCE].  

We would like to invite you to attend the [ENTER SEMESTER AND PROGRAM] [ENTER DATE, TIME, and ROOM NUMBER] located [ENTER THE CAMPUS or EXTENSION CENTER and ADDRESS].   We will have [ENTER SNACKS or DINNER] during the meeting.  Please RSVP at your earliest convenience by replying to this email.  

I look forward to seeing you on [ENTER DATE].  

Dean’s Name

--
DEAN’S CONTACT 

