TEMPLATE #1: For First-Time Requests

Light It Up! For NDEAM Special Lighting Request — email template (first-time requests)


This template can be used as an email request, or for the text of a letter if you are required to submit your request via email on your organization’s letterhead. You can use this template as supplied or customize it for your needs. If you refer to October as Disability Employment Awareness Month (DEAM) in your local region, please use Light It Up! For NDEAM when referring to the name of the event. This is the branded name of the event. 

NOTE: This template should be used for first-time lighting requests only. If you are submitting a lighting request to locations/municipalities that participated in previous years, please use the repeat-request template (TEMPLATE #3).


[EMAIL SUBJECT LINE]

Query: Special lighting request — invitation to participate in national Light It Up! For NDEAM 

[EMAIL BODY COPY]

Hello, <<insert name>>, 
 
I’m the <<your position>> for [your organization].
 
We’re a Non-Profit (if this sentence is needed: our registered charity number is <<insert #>>). 

We are participating in a national co-ordinated special lighting event for National Disability Employment Awareness Month (NDEAM), in October. It’s called Light It Up! For NDEAMTM  and is led by the Ontario Disability Employment Network (ODEN). The event happens nationally through collaboration between ODEN, the Canadian Association for Supported Employment (CASE), Mentor Ability Canada and Jobs Ability Canada; and with involvement of other community organizations and agencies like ours, across the country. 

This is a big year for Light It Up! For NDEAM! And I’m inviting you to participate in it.

Here’s some background about this lighting event:

· It’s happening the third Thursday of October — Thursday, October 16, 2025.

· Buildings, businesses, municipal signs, landmarks and bridges across the country will be lit purple and blue for one night. Light It Up! For NDEAM is in recognition of National Disability Employment Awareness Month (NDEAM) <<ALTERNATE: Disability Employment Awareness Month (DEAM)>>; and the many ways people who have a disability contribute to businesses and communities across Canada and help companies be successful and competitive.

· There’s no other event quite like Light It Up! For NDEAM, during National Disability Employment Awareness Month.

· You can see all the locations that participated in Light It Up! For NDEAM photo gallery here

· This event was started by ODEN in 2020, and was a first-ever, Ontario-wide NDEAM event. It went national in 2021, becoming the first Canada-wide event of its kind. <<We’re excited to be part of Light It Up! For NDEAM this year.>> <<We’re excited to be part of Light It Up! For NDEAM again this year. We’ve been participating in the event since [insert year].>>
 
Will you join in the Light It Up! For NDEAM movement this year? I’d love to have <<name of municipality/business>> participation in this event by specially lighting <<name of structure/landmark/bridge/sign>> if it’s possible. 
 
The colours I’m requesting are purple (R: 125 G: 82 B: 138) and blue (R: 50 G: 77 B: 92).
  
I’ll look forward to your response.

[E-MAIL SIGNATURE]




TEMPLATE #2: Online Form Submission Requests

Light It Up! For NDEAM® Special Lighting Request — online forms template information


If the location for which you’re requesting special lighting has a protocol that lighting requests must be submitted through an online or downloadable/fillable PDF form, include this information in the appropriate sections. Include the ® symbol in the event name, as it is a trademark of the Ontario Disability Employment Network.


EVENT NAME: Light It Up! For NDEAMTM
 
DESCRIPTION OF EVENT OR CAUSE: 
Light It Up! For NDEAMTM is a national, one-night co-ordinated special lighting event in recognition of National Disability Employment Awareness Month; and the many ways people who have a disability contribute to businesses and communities across Canada. Light It Up! For NDEAM is more than a night; more than an event. Be a part of a movement that sparks continuing conversation about disability inclusion in employment, in business and in our communities, including here in <<insert name of community>>. There’s no other event quite like this one, during National Disability Employment Awareness Month.

DATE REQUESTED: October 16

SECOND (ALTERNATE) PREFERRED DATE:  n/a — this is a one-night national co-ordinated event

LIGHTING COLOURS REQUESTED: 
Purple and blue

RGB colours:
Purple — R: 125  G: 82  B: 138   Blue — R: 50  G:77  B: 92

(If only one colour is possible, choose purple)

HOW THE EVENT WILL BE PROMOTED:  On social media by the Ontario Disability  Employment Network (ODEN) as well as by local community organizations; promotional flyer for use by participating organizations to promote the event locally; by local community organizations doing their own PR to promote the event; national news release goes out Thursday, October 9 (one week before the event), and media coverage; event promotional video. Social media hashtags are #LightItUpForNDEAM #LightItUpForDEAM #EngageTalent; 2025 event web page on ODEN website. 





TEMPLATE #3: Repeat Requests 

Light It Up! For NDEAM Special Lighting Request — email template (repeat requests)

If you took part in Light It Up! For NDEAM in any prior year, use this email to contact businesses/municipalities/organizations/landmarks that you reached out to and that have previously participated. You can use this template as supplied or customize wording for your needs. 

[EMAIL SUBJECT LINE] 
Planning’s underway for Light It Up! for NDEAM 2025 - Are you in again?

[EMAIL BODY COPY:]

Hello <<insert name>>, 

<<ALTERNATE SENTENCE IF PREVIOUS YEAR SUPPORT>>
I’d like to thank you for participating in Light It Up! For NDEAM last year on October 17, 2024. Your support of and involvement in the event was much appreciated. Your involvement helped make the 2024 event more successful than imagined — almost 800 locations in almost 200 communities across Canada participated. It also ignited spark nationwide awareness and conversation about the importance and business benefits of disability-inclusive hiring.

<<ALTERNATE SENTENCE IF ONGOING PREVOUS PARTICIPATION>>
You’ve participated in Light It Up! For NDEAM annually since <<insert year>>, and I want you to know that your continuing support of and involvement in the event each year is much appreciated. Your participation helps make this annual event incredibly successful. <<Name of business/structure/landmark>> was one of almost 800 locations in almost 200 communities across Canada that participated in 2025. It also ignited nationwide awareness and conversation about the importance and business benefits of disability-inclusive hiring.

Together, let’s keep the conversation going this year. Are you in again for 2025?

Join us on Thursday, October 16 at <<name of your agency>>, along with the Ontario Disability Employment Network (ODEN), the Canadian Association of Supported Employment (CASE), MentorAbility Canada and Jobs Ability Canada; and many other community organizations and agencies across the country in collectively and collaboratively lighting up the nation purple and blue again this year!

I am providing a reminder again about the colours I’m requesting for Light It Up! For NDEAM — here are the RGB specifications:  
· Purple (R 125 G 82 B 138)  
· Blue (R 50  G 77  B 92)

When you’re ready to start promoting <<Name of business/municipality/structure/landmark>> involvement in Light It Up! For NDEAM <<insert year>>, on social media, these are the event hashtags: 

#LightItUpForNDEAM
#LightItUpForDEAM
#EngageTalent 

Looking forward to your response about your involvement in this year’s event!

[E-MAIL SIGNATURE]




TEMPLATE #4: For Repeat Requests (Informal)

Light It Up! For NDEAM Special Lighting Request — email template (repeat requests — with relationship)

This template is less formal than TEMPLATE #1 and TEMPLATE #3. Use this template if:
· You’ve previously taken part in Light It Up! For NDEAM 
· You’re reaching out to established contacts with whom you’ve developed a relationship at locations that have previously participated
· Those contacts are familiar with you, the event and your annual request 

You can use this template as supplied or customize wording for your needs. Simply replace the wording in <<  >>.
 
[EMAIL SUBJECT LINE]
Light It Up! For NDEAM 2025

[EMAIL BODY COPY]

Hi <<insert name(s)>> —

I hope all goes well with you.  
 
First off, I'd like to thank you <<all, if more than one person is being thanked>> and <<name of location / business / organization / municipality>> for supporting and participating in our annual, national Light It Up! For NDEAM lighting event during National Disability Employment Awareness Month in <<insert year(s)>>.

Last year, <<location name>> was one of almost 800 locations in almost 200 communities that illuminated purple and blue. You helped make last year's event a stellar success.

This year, Light It Up! For NDEAM is happening Thursday, October 16 (always the third Thursday of October). 
 
Please consider this email my request to have <<name of location>> participate again in 2024 by illuminating purple and blue for Light It Up! for NDEAM.

As a reminder, here are the RGB colours:

· Purple — R 125   G 82  B 138
· Blue – R 50  G 77  B92

And as always, these are the event hashtags to use for your social media:
#LightItUpForNDEAM
#LightItUpForDEAM
#EngageTalent

I'll look forward to hearing back from you, and to having you participating again this year.

Have a good day! 

[EMAIL SIGNATURE]

