  (Sample letter of invitation – place on letterhead)
<insert date>
TO:
<insert invitees> 
FR:
<insert your name and title>

RE:
Invitation to Participate in a Community Meeting for a Middle School Youth 
Leadership Initiative

We are exploring the possibility of beginning a leadership development program targeting middle school youth.  Our next step is to gather information from the community.  We are looking for your input on such things as what middle school age leadership opportunities currently exist; what barriers are out there; what current resources should we tap into; what suggestions you have for recruiting youth participants; what might be a logical time frame; etc …

We have chosen <insert date, time & location>.  Please join us for a complimentary dinner and conversation regarding middle school leadership opportunities.  We value your time and your input on this topic and hope that all of you can be with us.  Please contact me if you are able to attend.

If you have any questions prior to our meeting please feel free to contact me at:

<insert name, phone, e-mail>

Thank you again for your time and consideration.

We look forward to seeing you on the <insert date>!  









