2. Invitation Template
Use this template to invite participants and share key session details. 
Dear Colleagues,
You’re invited to join a Listening Session focused on [insert topic or focus area]. This session offers a space to share experiences, discuss challenges, and provide input that will help strengthen support for the research community.
About the Session
• Topic: [insert topic]
• Audience: [insert intended audience, such as researchers, research staff, administrators, specific units, or open to all]
• Format: [virtual or in-person, include platform if relevant]
• Duration: [insert time]
• Group Size: [insert number or range]
• Facilitators: [insert names or unit, optional]
Session Approach
The conversation will be guided by a set of prompts related to the session topic. Participants will be invited to share observations, describe real-world experiences, and offer ideas for improvement. [Insert optional elements such as small-group breakouts, interactive activities, polls, or quiet reflection time.]
How Input Will Be Used
Feedback will be summarized and shared with [insert committee, unit, or leadership group] to help inform decisions, identify support needs, and guide future improvements. Summaries will reflect collective themes rather than individual comments.
Accessibility and Engagement
Participants are encouraged to join with cameras on if possible to support a collaborative environment. If you need accommodations, please share them when registering.
Registration
Please register here: [insert registration link or scheduling details]
[Optional note about capacity: Space may be limited depending on the session design.]
Thank you for contributing your perspective and helping strengthen our research community.
Best,
[insert unit or team name]

