
 

 

Calendar Item Guidance 
 
Subject Line 
The subject line of every calendar item should adhere to the following standards: 
• Calendar item subject lines should be in title case. 
• Calendar item subject lines should include the name of the event. 
• For instruction on what makes a good subject line, please refer to NERA’s Subject Line Guidance. 
 
Other Header Info 
• Location/venue name and address 
• Start date, time, and time zone 
• End date, time, and time zone 
 
Body Copy 
In the body text of every calendar item, include the following: 
• Location/venue name 
• Venue address 
• Map URL (you will not be able to hyperlink to the map, so please paste the entire link below an 

instruction to see the map) 
• Location URL (you will not be able to hyperlink to the venue website, so please paste the entire 

link below an instruction to see the venue website) 
• Contact (perhaps after a line inviting contact regarding questions, include the events@nera.com 

email address) 
• Special requirements (e.g., attire, parking), these should be included 
• Special directions to access the venue (e.g., “Take the elevator to the 30th floor”) 
 
Examples 

 



 

 

 
 


