Sample Invitation Letter to Send to Stakeholders

The following sample letter is offered simply as a suggestion as to what you can send to those whom you’d like to invite.  You can use all, part, or none of this—it is completely up to your discretion.  

Date

Dear                

Your presence is requested at an upcoming discussion regarding Emergency Management in our community.  This meeting will be facilitated and is designed to take us through a SWOT (Strengths, Weaknesses, Opportunities, and Threats) assessment with respect to the status of Emergency Management within our community.  

Although Emergency Management is my responsibility, it is an endeavor that affects the entire community and therefore is best managed and delivered when the community participates in collaborative planning meetings such as this.  I need your participation for our county to contribute to a planning effort designed to identify and address local and statewide challenges that affect local Emergency Management.

The meeting will take place on Month, Day, Year, at Location, and will last from Time to Time. Please commit to lending your expertise to this meeting.  If you have any questions, please don’t hesitate to contact me.  Finally, please let me know if you are able to attend so that I can make appropriate plans to accommodate everyone.  

Thank you in advance for your commitment to participate.

Name

Contact Info

