SAMPLE INVITATION LETTER

April 1, 2011
«FirstName» «LastName», «JobTitle»
«Organization»
«Address1»
«Address2»
«City», «State»  «Postal Code»
Dear «Influential's Name»:

On behalf of all AmeriCorps members currently serving in your <<District, State, County, Community>> I am pleased to invite you to an AmeriCorps Community Round Table on <<Date>>.   
The purpose of this event will be to provide a forum for AmeriCorps members and community leaders, like yourself, to discuss issues of common concern in your <<District, State, County, Community>>. The issues that will be included in the agenda <<make sure they are relevant to the published goals of the influential >> are:

· Agenda Item 
· Agenda Item

· Agenda Item

A wide range of community organizations, local and regional elected officials,

service agencies and other interested groups have been invited to participate including <<list key groups and individuals invited>>
The session will begin at <<fill in time>> on <<Date>> and will adjourn at <<fill in time>>.  <<Moderator’s Name>>, an AmeriCorps member currently serving with <<Moderator’s organization>> will moderate the discussion.

To let us know you will be attending, or if you have any questions about the Round Table, please contact (fill in the name and phone number of the contact person).  We hope that you will join us and look forward to hearing from you.

Sincerely,

