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INVITATIONS

An invitation should answer who, what, when, where, how, why and “so what.” After reading your invitation, a potential guest should have enough information on which to base a decision. There are many acceptable phrases for clearing stating the purpose of the event:
· In honor of (insert person’s name) 
· To commemorate the anniversary of or the successful completion of or the ribbon cutting for…
· To meet (insert person’s name)
· To kick off the (insert the name of campaign/initiative)
· To announce a large grant or gift
· To congratulate (insert a person’s name) on his/her award, recognition, promotion, retirement
· To celebrate the occasion of (the opening of a new building, winning a championship, etc.)

Please remember invitations come from people, not entities. It is correct to say, “The Board of Trustees request the pleasure of your company…” it is incorrect to say, “Northeastern University requests the pleasure of your company…”

Invitation Guidelines:
A formal invitation takes the following format: (please note these “lines” serve as a hierarchy guideline to organize information and can actually take up more than one line on the invitation)

Line 1: Northeastern logo or seal, or other approved logo associated with the event
Line 2: The names of the hosts and title. This is usually in bold font.
Line 3: Extends the invitation. The phrasing can be “requests the pleasure of your company,” “cordially invites you to,” or “invites you to join us”
Line 4: Tell the kind of event you are having. This is usually a one- or two-word statement it could be as simple as “dinner,” “a reception,” “lunch,” or “cocktails.”
Line 5: Tell the purpose or name of the event. “In honor of the 2014 President’s Scholars” or “to welcome Northeastern’s new provost.”
Line 6: The date. On a formal invitation it is written out “Friday, the twelfth of September”
Line 7: State the hour. On formal invitations, times are written out “at nine o’clock,” or “half past six o’clock.”
Line 8: Tell the place, including street address. For campus buildings state the room within the building, building name, and street address. 
Line 9: Special instructions, which can include “black tie,” “dancing,” “valet parking,” “map enclosed,” 
Line 10: RSVP information, including the email address and telephone number of the person handling replies. This is in italic font.






Presidential Invitation Sample: Academic Honors 
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AS A MEMBER OF THE SENIOR LEADERSHIP TEAM, 
PRESIDENT JOSEPH E. AOUN
CORDIALLY INVITES YOU 
TO BE PART OF THE PLATFORM PARTY FOR 

NORTHEASTERN UNIVERSITY’S FOURTH ANNUAL 
ACADEMIC HONORS CONVOCATION

Recognizing the university’s most accomplished 
faculty, staff, students, and alumni

THURSDAY, THE EIGHTEENTH OF APRIL
AT THREE O’CLOCK 
CURRY STUDENT CENTER BALLROOM

RECEPTION TO FOLLOW
MCLEOD SUITES

If you intend to participate, please reply by Wednesday, April 9 
to s.feeley@neu.edu or 617.373.5852
Members of the platform party will be dressed in regalia.









College Invitation Sample: Goldstein Dedication
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General Invitation Sample: Frank Palmer Speare Society Luncheon


[image: dev:SHARED:Advancement Comms Events:Events FY 15:FPSS Luncheon 9.18.14:invite:FPSS_invite_9.18.14.pdf]




Empower Invitation Sample: Washington, D.C.
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The digital revolution dramatically changed the way

Northeastern University

we look for, create and share information. In this Office of Gift Planning
informational program learn about the evolution of
Northeastern’s Snell Library and how the academic
library is taking on new roles in a university setting to YOU AND A GUEST ARE CORDIALLY INVITED
inspire our researchers of the future. TO JOIN FELLOW FRANK PALMER SPEARE MEMBERS FOR A

WARM AFTERNOON OF CAMARADERIE AND AN INFORMATIVE
PROGRAM ON NORTHEASTERN’S SNELL LIBRARY

LEARNING, KNOWLEDGE, RESEARCH, INSIGHT:
TopAY’S UNIVERSITY LIBRARY

Jeaturing

WILL WAKELING
Dean, University Libraries

GIORDANA MECAGNI
University Archivist

Students at the site of the official ~ Students studying on

ground breaking ceremonies. computers in Snell Library. JANOS STONE

Design Researcher in Residence, College of Arts, Media and Design

MARK SIVAK
Associate Academic Specialist — Interdisciplinary Experience Design,
College of Engineering & College of Arts, Media and Design

KrisTINA LoPEZ, CSH’14

Please respond by Thursday, September 4 using the enclosed card.
For more information, contact Brooke Carter at 617.373.3502 or b.carter@neu.edu

1992 2014
Students walking in Snell Students working in the Digital Media COMPLIMENTARY PARKING ON SITE
Quadrangle. Commons in Snell Library. SEE REVERSE FOR DIRECTIONS
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You are cordially invited to join fellow Northeastern
alumni, parents, students, and friends for a special event
to celebrate the university’s momentum.

Engage your senses with interactive experiences highlighting university
initiatives. Enjoy delicious food and a multimedia show featuring
remarks by President Joseph E. Aoun.

Empower: Washington, D.C.
Thursday, October 16, 2014 | 6:00 p.m.

Carnegie Library at Mt. Vernon Square
801 K Street, N\W
Washington, D.C. 20001

e+

— Business attire —

There is no cost to attend this event, but advance registration is requested
online: attendware.com/EmpowerDC, email: events@neu.edu, or by phone: 617.373.2810
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The Simulation Laboratories Suite honors the memory of Arnold S.
Goldstein, P’61, PhD’90 and was made possible by Marlene Goldstein,
his loving wife of 30 years. Dr. Goldstein was a devoted father and family
member, scholar, entrepreneur, humanitarian, musician, mentor and

role model whose life touched students, faculty and staff throughout the
Northeastern University community.

We celebrate his unquenchable thirst for new knowledge, his passion and
commitment to education and his engagement as a founding member of
the Health Sciences Entrepreneurs Program, which continues to benefit
students, faculty, and alumni pursuing new business ventures. Dr. Goldstein
was a professor of pharmacy and served as acting dean in what was then
the College of Pharmacy and Allied Health Professions.

Ultimately, he pursued a career in law and worked side-by-side with
Marlene for many years. He was exceedingly proud of his three daughters,
Valerie Goldstein, Meredith Goldstein, CAM‘90 and Heidi Goldstein CAM’94.

Northeastern University
Bouvé College of Health Sciences

MARLENE GOLDSTEIN
AND
TERRY FULMER, PHD, RN, FAAN
Dean and Professor, Bouvé College of Health Sciences
CORDIALLY INVITE YOU TO THE

ARNOLD S. GOLDSTEIN P’61, PHD’go
SIMULATION LABORATORIES SUITE DEDICATION
BouvE COLLEGE OF HEALTH SCIENCES
NORTHEASTERN UNIVERSITY

THURSDAY, SEPTEMBER 1(, 2019
RECEPTION AND REMARKS
5:00 — 7:00 PM

THE BEHRAKIS HEALTH SCcIENCES CENTER
30 LEON STREET
BosTON, MASSACHUSETTS

RSVP to Amanda Buckley at am.buckley@neu.edu
by Monday, September 9.

For more information please call the
Bouvé Development Office at 617.373.3547










The Simulation Laboratories Suite honors the memory of Arnold S. 

Goldstein, P’61, PhD’90  and was made possible by Marlene Goldstein, 

his loving wife of 30 years.  Dr. Goldstein was a devoted father and family 

member, scholar, entrepreneur, humanitarian, musician, mentor and 

role model whose life touched students, faculty and staff throughout the 

Northeastern University community. 

We celebrate his unquenchable thirst for new knowledge, his passion and 

commitment to education and his engagement as a founding member of 

the Health Sciences Entrepreneurs Program, which continues to beneﬁt 

students, faculty, and alumni pursuing new business ventures. Dr. Goldstein 

was a professor of pharmacy and served as acting dean in what was then 

the College of Pharmacy and Allied Health Professions. 

Ultimately, he pursued a career in law and worked side-by-side with 

Marlene for many years. He was exceedingly proud of his three daughters, 

Valerie Goldstein, Meredith Goldstein, CAM‘90 and Heidi Goldstein CAM’94.

Marlene Goldstein  

and  

Terry Fulmer, PhD, RN, FAAN

Dean and Professor, Bouvé College of Health Sciences

cordially invite you to the

Arnold S. Goldstein P’61, PhD’90 

Simulation Laboratories Suite Dedication

Bouvé College of Health Sciences

Northeastern University

Thursday, September 19, 2013

Reception and Remarks

5:00 — 7:00 pm

The Behrakis Health Sciences Center

30 Leon Street

Boston, Massachusetts

 

RSVP to Amanda Buckley at am.buckley@neu.edu 

by Monday, September 9. 

For more information please call the  

Bouvé Development Ofce at 617.373.3547
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