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STATE EMPLOYEE COMBINED APPEAL





Sample Letter/Email Invitation for Umbrella Organizations to Participate in Agency Event

Send this message to invite umbrella organizations to attend your event.  Contact information, including names and addresses, for umbrella organizations is available at www.seca.pa.gov.  As a reminder, only the nine umbrella organizations should be invited to events, not individual member organizations.  All nine must be invited, regardless of if they are able to attend.

Date
Umbrella Organization Name
Representative Name
Address
City, State  Zip
Dear Name:

[Agency name] is planning our activities for this year’s State Employee Combined Appeal (SECA) campaign, which is celebrating the theme of “Mission Possible: Accept he Pledge Challenge.”
We would like to invite your organization to attend our [event name] on [date] from [time] to [time] at [location]. 
Umbrella organizations will have the opportunity to make a brief presentation to event attendees and will be provided with a table for your literature.
Please confirm your attendance by replying to [name] at [phone] or [email].
As a reminder, organizations are only permitted to distribute information to employees and are not permitted to hand out giveaways or promotional items of any kind or to collect donations.  Additionally, if your umbrella organization is unable to attend, you may send one member organization in your place.  However, they must represent the entire umbrella, just as you would have.
We hope you can attend the event.  If you have any questions, please contact me at [phone] or [email].     







Sincerely,







Name
cc:  Agency Central SECA Coordinator (if applicable)
