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Formation Announcement Template 

Your CoP has formed and now it’s time to spread the word. This template offers some boilerplate text for your use.
Option 1:  Launch Announcement for e-mail or agency/organization publications – Past Tense
[Insert CoP Name] Community of Practice launched [yesterday/last week]
The [Insert CoP Name] Community of Practice (CoP) was launched jointly by [Insert Sponsor, Sponsoring Organization, or give description of core group] at the [Insert Launch Event details] on [Insert Date]. [Insert Speaker or Presenter] spoke on behalf of [Insert Agency or Field] and addressed [Insert Topic]. The [Insert CoP Name] CoP is a group of individuals who come together to learn about [Insert Domain Area]. Members meet and interact regularly in order to collaborate, solve problems, and build knowledge in the area of [Insert Domain Area]. 
The [Enter the CoP Name] CoP is a community that addresses [Insert Priority Areas for the CoP].  For more information on the [Insert CoP Name] CoP or to join, please contact the community coordinator at [Insert e-mail or phone]. 
We look forward to your active participation! Please feel free to forward this announcement to others. 

Option 2: Launch Announcement for e-mail or agency/organization publications - Future Tense
[Insert Sponsor, Sponsoring Organization, or give description of core group] will soon launch the [Insert Domain Area] Community of Practice (CoP).
This CoP will help participants exchange technical information and share experiences about [Insert Domain Area]. It also will begin work on solving problems related to [Insert Problem Statement 1] and [Insert Problem Statement 2].  
“[Insert Quote from Sponsor]”, says [CoP Sponsor Title and Name] from [Insert Sponsor Agency].

[Enter the CoP Domain] CoP is a community that addresses [Insert Priority Areas for the CoP].


Attributed to Jean Lave and Etienne Wenger, the term community of practice refers to the “process of social learning that occurs when people who have a common interest in some subject or problem collaborate over an extended period to share ideas, find solutions, and build innovations.”1  

For more information about [Enter the CoP Name] CoP, please contact the community coordinator at [Insert e-mail].
1 From http://en.wikipedia.org/wiki/Community_of_practice, accessed July 22, 2008. 

Option 3:  Launch Announcement with Invitation to Attend

You are invited to the official launch of the [Insert CoP Name] Community of Practice (CoP) from [Start Time] to [End Time] on [Date] at the [Location].   [Insert agency] will officially host the launch, with [Insert Supporting Agency or Individual] providing additional support with [List any additional support provided such as videoconferencing, webcasting, or recording services].   
[Insert Speaker or Presenter] will come talk with Community members about [Insert Subject].  A question and answer session and discussion will follow the talk.
Schedule
[List out Agenda Items and Allocated Times]
How can you participate?

· In person: [Provide instructions on how to RSVP, if required, or additional details on the meeting space, such as a link to electronic directions].
· By videoconference: [Provide dial-in information or site where video-conferencing is available.]
· By internet: Colleagues can access the launch event live from their desktops by accessing [Provide url, user name, and passcode information]. Archive versions of the launch will be made available for download after the event.
We look forward to meeting as many of you as possible on the [Insert date of the meeting] either in person or virtually, on what promises to be an exciting date for the [Insert CoP Name] community.
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