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<<FACULTY INVITATION TEMPLATE – FOR PEOPLE WITHOUT UW-ICEP ACCOUNTS>>

<<insert Date>>  

<<insert names of Presenters/Planning Committee Members>>
<<insert email or physical address>>

Dear <<insert name(s) of Presenters/Planning Committee Members>>: 

On behalf of the <<Planning Committee OR insert name of Activity Chair>>, you are invited to serve <<on the planning committee OR as a presenter/author/reviewer>> for our upcoming accredited continuing education (CE) activity <<insert name of series>>. This CE activity is provided by the University of Wisconsin-Madison Interprofessional Continuing Education Partnership (ICEP). 
 
The scheduled date, time, and location of your presentation is <<insert date, time, location>>.

The target audience for this activity is <<insert from series page>>.  

The objectives are:
<<insert Global Objectives from series page>>

In order to accept this invitation, follow the steps below:

· Confirm your availability by emailing  <<insert email address>> by <<insert date>>
· Create an account in the UW-Madison ICEP Learning Portal (https://ce.icep.wisc.edu)
· Refer to the account creation instructions (attached)
· Complete this step by <<insert date>>
Once again, thank you for your willingness to participate in this CE event. If I can be of any additional help or can clarify any of the above statements, please contact me.

With best regards,

<<insert complete signature information>>

Attachment: 
<<If the person uses Net ID, attach “How to create an ICEP Learner Profile associated with your UW Net ID” instructions>>
<<If the person does NOT have or does not USE a Net ID, attach “How to create a Visitor ICEP Learner Profile” instructions>> 
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