Communications with NGO and other groups.
 
Here is a template that may be useful for communicating with groups or NGO. List out local groups or ministries that you believe could benefit from the conference. If you don't have a name of a contact person, look up the group on the internet and try and find a contact name on the group's website. Follow the simple steps below to make contact with them.
 
Use these steps to utilize this template.
    1. Copy the info below the page break.
    2. Paste that into an email.
    3. Simply fill in the green areas with person specific info. You probably would not use the exact wording that appears in green. It is merely there to help formulate ideas. Be sure and change the text color to black when making changes.
    4. Be sure you have not included this top note to you.
    5. Remove my signature and info and replace it with your own contact info.
    6. Attach any attachments that you feel would apply, Poster, bulletin announcement, etc.
    7. After sending your 1st one, go ahead and forward the email you’ve created to others on your list making the necessary changes to each one. Be sure and remove the “FW” from the subject line as many users do not open forwarded mail.
 
I've used this format to connect with some healthcare groups in our area and have gotten a positive response. The local chapter of Hispanic nurses forwarded the info to all their members. 
 
Be sure and add names of groups, contact person and their email to our advertising list so that we can benefit from the knowledge gain for years to come. Hope this make communicating easier.
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Greetings.
 
My name is ***, and I am part of the administrative team for the 2011 West Coast Healthcare Missions and Ministry Conference to be held August 18-20 in Pasadena, California. 
-- 
I thought members of the *** may enjoy attending the conference. Especially, being that***. Please use which ever attachment above you feel is most appropriate to communicate with them. 
 
You may wish to view the conference website to see the confirmed speakers and the workshops that will be offered.
http://healthcaremissions.org
 
Of special note, add here if there is a speaker or workshop that you believe would be of special interest to their group.

Registration is opent.
 
Below is a description of the conference usable for email communications if you would prefer a simple cut and paste in lue of an attachment.

This three day conference is geared to meeting the educational and networking needs of Christian physicians, dentists, nurses, psychologists, psychiatrists, pharmacists, physical therapists, public health workers, mission pastors, para-church workers, theology students, students of intercultural missions, students of psychology and all other healthcare professional students, who are interested in local and/or global and healthcare (medical) missions.

16.5 CME/CEU/CE hours 
For more details 
 Go to http://healthcaremissions.org
 Or call (858) 775-3198
 
Please contact me with any questions you may have.
 
Thank you for your time,
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