	Department of Mechanical & Industrial Engineering 
	Event Communications Request Form 


Please note this request form is only applicable to MIE staff organized events. Requests for electronic invitations (e-vites) are kindly requested three weeks in advance of the (first) send-date to allow for preparation, testing, approval and scheduling. Please submit completed forms to: nina@mie.utoronto.ca. Thank you.
Send date: 
E-vite reminder date(s): 
Send to (e.g. allfaculty@mie): 
Please include as a separate attachment an Excel list of external recipient emails, if applicable.
Send from (e.g. Professor Jean Zu, chair@mie):
Email subject: 

Event title: 

Event date(s): 

Event time: 

Location (include map website URL, if required):

Additional website links, if applicable (include a list of all linked attachments or additional web pages contained in the event description): 
E-vite photo description (alt text), if applicable: 

Please include as a separate image attachment (e.g. jpeg, gif)
Invitation text (description of event): 
Link to online registration, if available: 
Fields for online registration, if required (please indicate please X which fields are required; for more information fields, please specify the type of information you wish to collect, e.g. program or program year): 

	RSVP instructions
	
	Affiliate (more inf0)
	

	Maximum attendees
	
	More info 1 field
	

	Check dietary restrictions
	
	More info 2 field
	

	Title
	
	More info 3 field
	

	Student number required

	
	More info 4 field
	


Event fee, if applicable:

Mailing and billing address of registrant  is automatically collected for fee-based events.
Email address (@mie) of event coordinator (this individual will responsible for checking event registrations via “event management” on the MIE intranet): 

