Guidelines for Host Events

Just a few pointers on organizing your host event: 
· Send out save the date or invitation well in advance (at least a few weeks) which includes time, date, location, access information and parking information. The information about the social event should be included at this time as well so that people can put the right amount of time onto their calendar. 
· [bookmark: h.gjdgxs]Residents should work with mentors to design and coordinate the host event.  Once a plan is agreed upon, the resident will take the lead on coordinating the logistics seeking advice from the mentor when needed. 
· Events should center around digital preservation in some way – not necessarily the project that the resident is charged with
· Could include a tour of a facility, an informal talk or demonstration by an expert/professional
· The length of the event depends on what it is but 2 hours is a good estimate
· Events must include the hosts and residents. Depending upon capacity it could then be open to the advisory board and to the broader community (in that order – please see email lists below)
· Offer an optional social event afterwards and the host is not expected to pay for the entire group
