Basic Format for Event Promotion
________________________________________________________________________
*Event Title
*Presented by/Sponsored by
*Day, Date and Time 
*Location (if none enter TBD)
Save the Date (if appropriate)
*Cost: (amount(s) should not be in bold and if there is no fee enter: Free of charge)

*Description (Provide a brief summary of event topic in paragraph form, if speaker/participant names are used make sure to have them in bold and include their class year if they are alumni, title and name. Please do not copy and paste text directly from the website.)

Dress code (if needed) 

Speaker bio or information (if additionally supplied and not in event description) 
*Registration: (Information on how to rsvp, who to rsvp to and link to registration page if event is not tracked through the alumni EMS) Registration information is mandatory if event is not produced by Alumni Relations team.
*Contact information such as the name and email address of a person/office is mandatory for all events. This is used to refer to for more information on the event being promoted.

*= Indicates information that must be provided 

________________________________________________________________________

Sample Event Promotion Submission:


2009 Black Alumni Council Homecoming
Presented by the Columbia Alumni Association and the Black Alumni Council
Saturday, October 17, 2009 from 8:00 - 11:00 p.m.
Branch, 226 East 54th Street, New York, New York


Cost: $10 students; $20 BAC members; $30 alumni & guests; $40 at the door
(includes three-hour premium open bar, full buffet dinner, music, & dancing)

At this year's festivities, we plan to welcome two distinguished new members to the Columbia academic family: Michele Moody-Adams, the new dean of Columbia College, and Feniosky Pena-Mora, the new dean of The Fu Foundation School of Engineering and Applied Science.

To register please go to: http://alumni.columbia.edu/newsletter/ecards/BAC_Homecoming_update.html

For more information please contact the CAA at alumni-events@columbia.edu.
