[image: ]
AFR Event Invitation
A guide to understanding and developing electronic invitations. [footnoteRef:1] [1:  Adapted from AFRC South Region; Last Updated March 2013
] 

building an electronic invitation
Electronic invitations are a quick, cheap, and efficient way to invite Airmen, families, and even Service Providers to a Yellow Ribbon Reintegration Program event. There are a variety of methods for building an electronic invitation. First, it is important to ensure that the invitation contains the date, time, location, and contact information. Designing an informative, appealing, and easy-to-use electronic invitation is important. See the next page for a sample. Secondly, it is important to select a program that will best serve your event’s needs.
Selecting an electronic invitation
There are a wide variety of programs to choose from when creating an electronic invitation. The following list provides basic information about three major electronic invitation websites.
E-vite
E-vite is a free service which allows you to choose your invitation design, input the appropriate information, and send the invite to your guest’s email addresses. It also offers features such as polling.
http://new.evite.com/#home  
Anyvite
Anyvite is a free service which is simple and quick, integrates twitter, allows for mobile access, provides calendars, and imports from address books.
http://anyvite.com/ 
Pingg
Pingg is an invitation service which offers many free services, such as developing and customizing invitations and sending them through email, postal mail, and social networks. It also allows the event planner to track all RSVPs through one program. This program can be upgraded to include more features. 
http://www.pingg.com/
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Dear [Name of Service Member, guest, or etc.],
You are invited to the Yellow Ribbon Reintegration Program Event to be held in [location] on [date]. Please complete the information at the bottom of this page and identify whether you are a Service Member or a guest, and return as soon as possible.
Our staff will confirm your registration within ten days and provide you with hotel, travel, and lodging information.

The Event Liaison is [Name]. [S/he] can be contacted at [contact information].
The Event Registrar is [Name]. [S/he] can be contacted at [contact information].
[bookmark: _GoBack]The AFRC Coordinator is [Name]. [S/he] can be contacted at [contact information].
The dress code for both Service Members and civilians is Business Casual.

Thank you for taking part in our event.






	NAME:
	__________________________________________________

	ROLE: 
	__________________________________________________

	RSVP CONFIRMATION ID:
	__________________________________________________
(ex. XXXXX-XXXXXX-XXXXXX)
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