Templates

In order to make it quicker and easier to set up a local or state award ceremony, KSU is providing the following templates:

· Sample Winner Notification Letter

· Sample Parent Notification Letter

· Sample Teacher Notification Letter

· Sample Principal Notification Letter

· Sample Notification Letter to State Officials

· Family and Friend Invitation
· Speaker Invitation Template
· Ceremony Details for Contest Winners

· Sample Press Release
Sample Winner Notification Letter
[On your letterhead]

[Student’s Name]

[Student’s Address]

[City, State, Zip]

Dear [Student],

 

Congratulations!  You have won [1st place] for the State of [State name] in the State Radon Poster Contest.  Considering the number of entries we received this year and the high quality of those entries, you should be very proud of this achievement.  
 

[Your affiliation] thanks you for participating in this effort to help educate the public about radon through the National Radon Poster Contest.  The first place winner for every state, territory, and tribal nation will have their posters placed on Kansas State University’s  National Radon Program Services website at http://www.sosradon.org. 

[If you intend to hold a ceremony for the contest winners, indicate that information on the ceremony will be forthcoming.]
Your poster will also be entered into the 2012 National Radon Poster Contest which is sponsored by Kansas State University and the U.S. Environmental Protection Agency.  Due to budget reductions, there will be no Indoor Air Quality Tools for Schools Symposium in Washington DC, the venue at which recent winners of the poster contest received their awards.  Instead, the first, second and third place winners will receive fiscal gift cards (amounts to be determined but likely $1000 for first place, $600 for second place, $400 for third, and $400 for online recognition) and plaques, but no trip to Washington DC.  Some flyers and promotional efforts occurred prior to now so there may be expectations raised that will need to be corrected. We will work to recognize national winners at in the state and EPA region where they live, and the posters will be reproduced and distributed nationally to promote radon awareness.
Congratulations again, and good luck in the national contest.  

Sincerely,

[Your name] 

[Your affiliation] 

Sample Parent Notification Letter

[On your letterhead]

[Parent/Guardian’s Name]

[Student’s Address]

[City, State, Zip]

Dear [Parent/Guardian],

 

Congratulations!  (Student’s name), has won 1st place for the State of (Name of State) in the Radon Poster Contest.  Considering the number of entries we received this year and the high quality of those entries, (student) should be very proud of this achievement.  

 

[Your affiliation] also thanks you for participating in this effort and encouraging [student’s name] to learn more about radon through the Radon Poster Contest. 
The first place winner for every state, territory, and tribal nation, for both the hand-drawn and computer-generated categories, will have their posters placed on Kansas State University’s  National Radon Program Services website at http://www.sosradon.org. 

[If you intend to hold a ceremony for the contest winners, indicate that information on the ceremony will be forthcoming.]
[Student’s name]’s poster will also be entered into the 2012 National Radon Poster Contest which is sponsored by the Kansas State University and the U.S. Environmental Protection Agency.  Due to budget reductions, there will be no Indoor Air Quality Tools for Schools Symposium in Washington DC, the venue at which recent winners of the poster contest received their awards.  Instead, the first, second and third place winners will receive fiscal gift cards (amounts to be determined but likely $1000 for first place, $600 for second place, $400 for third, and $400 for online recognition) and plaques, but no trip to Washington DC.  Some flyers and promotional efforts occurred prior to now so there may be expectations raised that will need to be corrected. We will work to recognize national winners at in the state and EPA region where they live, and the posters will be reproduced and distributed nationally to promote radon awareness.
Congratulations again, and good luck to (Student) in the national contest.  

 

Sincerely,

[Your name] 

[Your affiliation] 

Sample Teacher Notification Letter

[On your letterhead]

[Teacher’s Name]
[Name of School]
[School Address]

[City, State, Zip]
Dear [Teacher],
 

Congratulations!  Your student, [Student’s Name], won [1st place] for the State of [Name of State]’s in the State Radon Poster Contest.  Considering the number of entries we received this year and the high quality of those entries, your student should be very proud of this achievement.  [Your affiliation] hopes that you will recognize [student’s name] for this honor through a school assembly and in any newsletters that you distribute for families and community.  

 

We also thank you for participating in this effort and encouraging your students to learn more about radon through the State Radon Poster Contest.  The first place winner for every state, territory, and tribal nation will have their posters placed on Kansas State University’s  National Radon Program Services website at http://www.sosradon.org.  

[If you intend to hold a ceremony for the contest winners, indicate that information on the ceremony will be forthcoming.]
Your student’s poster will also be entered into the National Radon Poster Contest which is sponsored by the Kansas State University and the U.S. Environmental Protection Agency.  Due to budget reductions, there will be no Indoor Air Quality Tools for Schools Symposium in Washington DC, the venue at which recent winners of the poster contest received their awards.  Instead, the first, second and third place winners will receive fiscal gift cards (amounts to be determined but likely $1000 for first place, $600 for second place, $400 for third, and $400 for online recognition) and plaques, but no trip to Washington DC.  Some flyers and promotional efforts occurred prior to now so there may be expectations raised that will need to be corrected. We will work to recognize national winners at in the state and EPA region where they live, and the posters will be reproduced and distributed nationally to promote radon awareness.
Congratulations again, and good luck to [Student] in the national contest.   

 

Sincerely,

[Your name] 

[Your affiliation]  

Sample Principal Notification Letter

[On your letterhead]

[Principal’s Name]
[School Name]
[School Address]

[City, State, Zip]

Dear [Principal],

 

Congratulations!  Enclosed is a certificate for your student, [Student’s name], who won [1st place] for the State of [Name of State] in the State Radon Poster Contest.  Considering the number of entries we received this year and the high quality of those entries, [student’s name] should be very proud of this achievement.  [Your affiliation] hopes that you will recognize them for this honor through a school assembly and in any newsletters that you distribute to families and community.  

 

We also thank you for participating in this effort and encouraging your students to learn more about radon through the National Radon Poster Contest.  The first place winner in every state will have their posters placed on Kansas State University’s  National Radon Program Services website at http://www.sosradon.org.  

[If you intend to hold a ceremony for the contest winners, indicate that information on the ceremony will be forthcoming.]
 

[Student’s name]’s poster will also be entered into the 2012 National Radon Poster Contest which is sponsored by Kansas State University, and the U.S. Environmental Protection Agency. Due to budget reductions, there will be no Indoor Air Quality Tools for Schools Symposium in Washington DC, the venue at which recent winners of the poster contest received their awards.  Instead, the first, second and third place winners will receive fiscal gift cards (amounts to be determined but likely $1000 for first place, $600 for second place, $400 for third, and $400 for online recognition) and plaques, but no trip to Washington DC.  Some flyers and promotional efforts occurred prior to now so there may be expectations raised that will need to be corrected. We will work to recognize national winners at in the state and EPA region where they live, and the posters will be reproduced and distributed nationally to promote radon awareness.
Congratulations again, and good luck to (Student) in the national contest.  

Sincerely,

[Your name] 

[Your affiliation] 

Sample Notification Letter to State Officials

Dear [Congressman/Mayor/Senator] 

 

[State, town] resident [student’s name], has won 1st place for the State of [State Name] in the State Radon Poster Contest.  Considering the number of entries we received this year and the high quality of those entries, your [state/community] should be very proud of this achievement.  

[Your affiliation] hopes that you will recognize [student] for this honor by attending and speaking at the state award ceremony.  We will be contacting you in the near future to check your availability and provide additional information.  

 

The first place winner for every state, territory, and tribal nation will have their poster placed on Kansas State University’s  National Radon Program Services website at http://www.sosradon.org. (Student’s name)’s poster will also be entered into the 2012 National Radon Poster Contest which is sponsored by the National Safety Council, and the U.S. Environmental Protection Agency.  Due to budget reductions, there will be no Indoor Air Quality Tools for Schools Symposium in Washington DC, the venue at which recent winners of the poster contest received their awards.  Instead, the first, second and third place winners will receive fiscal gift cards (amounts to be determined but likely $1000 for first place, $600 for second place, $400 for third, and $400 for online recognition) and plaques, but no trip to Washington DC.  Some flyers and promotional efforts occurred prior to now so there may be expectations raised that will need to be corrected. We will work to recognize national winners at in the state and EPA region where they live, and the posters will be reproduced and distributed nationally to promote radon awareness. 

Sincerely,

[Your name] 

[Your affiliation] 

Family and Friend Invitation
This can be done postcard size with four to a page

Invitation

Speaker Invitation Template
[Name]

[Address]
[City, State, Zip]
Dear [Name], 

We invite you to join us in celebrating the achievement of several students in your [district/state/city] by speaking at the State Radon Poster Contest Award Ceremony.

  
The ceremony will be held [ceremony details]. This year’s winners for [state/territory/tribal nation] are [student names].  Through their participation, students in your [district/state] have made a valuable contribution to public awareness of the serious health risk posed by indoor exposure to radon. 

Radon is formed by the natural radioactive decay of uranium in rock, soil, and water.  It is colorless, odorless, and tasteless. It can be found in all 50 states. The U.S. Environmental Protection Agency estimates that radon causes about 20,000 deaths from lung cancer annually in the United States. The U.S. Surgeon General has warned that radon is the second leading cause of lung cancer after cigarette smoking and the number one cause of lung cancer in non-smokers. Fortunately, the level of radon exposure in homes, schools, and other buildings can be determined through a simple test. Testing for radon is easy, inexpensive, and effective. If elevated levels are detected, proven mitigation techniques can be used to lower the levels.        

We appreciate your presence at the ceremony, and know it will greatly enhance the celebration of these students’ efforts to draw attention to the risks posed by exposure to indoor radon. We also invite you to speak at the ceremony. Your speech could address one or both of the following questions:  

1. 
What is the [state government] currently doing to reduce exposure to indoor radon?      

2.  
What efforts would you like to see taken in the future?  

 

If you have any questions, please contact me at [phone number], or [email].  

Sincerely,

[Your Name]

[Your affiliation]

 

Ceremony Details for Contest Winners

Dear [Student’s name] and Parents,

We are pleased to inform you that the State Radon Poster Contest Award Ceremony will be held on (date/time) at (place).  This event will honor your achievement and highlight the ongoing effort to educate the public about the risk posed by indoor exposure to radon.  

[Provide details regarding the agenda for the ceremony]

[Provide travel details for the student and his or her family, indicating whether or not you will pay for any travel expenses they may incur.]     

If you have any questions regarding the award ceremony, travel, or other concerns, please contact [contact info].

Congratulations again!

Sincerely,

[Name and affiliation]

Press Release
 
Local Student Wins State 

Radon Poster Contest

 
FOR IMMEDIATE RELEASE:  [Date]                                                       
CONTACT:   [Your contact information]
LOCAL STUDENT WINS STATE RADON POSTER CONTEST
 
            [City, State] – [Student], a student at [Name of School], has won the [Name of State] State Radon Poster Contest.  Taking 2nd place was [student’s name], and in 3rd place was [student’s name].  

[If you plan to conduct an awards ceremony, include the names of confirmed speakers and other ceremony details.]

The statewide contest was held to highlight the risks posed by exposure to indoor radon.  The 1st place poster will be seen at Kansas State University’s website, www.sosradon.org.  As a state winner, [student’s] poster will be entered into the 2012 National Radon Poster Contest which is sponsored by the National Safety Council and the U.S. Environmental Protection Agency. First, second and third place winners will receive fiscal gift cards (amounts to be determined but likely $1000 for first place, $600 for second place, $400 for third, and $400 for online recognition) and plaques, but no trip to Washington DC.  Some flyers and promotional efforts may have raised expectations about this trip. We will work to recognize national winners at in the state and EPA region where they live, and the posters will be reproduced and distributed nationally to promote radon awareness.
            Radon is formed by the natural radioactive decay of uranium in rock, soil, and water.  It is colorless, odorless, and tasteless. Naturally existing, low levels of uranium occur widely in Earth's crust. It can be found in all 50 states. Once produced, radon moves through the ground to the air above. Radon gas decays into radioactive particles that can get trapped in your lungs when you breathe. As they break down further, these particles release small bursts of energy. This can damage lung tissue and lead to lung cancer over the course of your lifetime. The U.S. Environmental Protection Agency estimates that radon causes about 21,000 deaths from lung cancer annually in the United States.  The U.S. Surgeon General has warned that radon is the number one cause of lung cancer in non-smokers, and the second leading cause of lung cancer after cigarette smoking. 


[Add state specific information here to make it more local.]

            Fortunately, the level of radon exposure in homes, schools, and other buildings can be determined through a simple test. Testing for radon is easy, inexpensive, and effective. If elevated levels are detected, proven mitigation techniques can be used to lower the levels.  

            For more information on radon, call the National Radon Helpline at (800) 55-RADON (557-2366).

###

You are cordially invited


to attend the


State Radon Poster Contest 


Awards Ceremony 


honoring


[Student]





Location:


Date:


Time:





RSVP to [phone number]














