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Sample Invitation Letter
[DATE]

[NAME]

[TITLE]

[ADDRESS]

Dear [MAYOR/GOVERNOR/HONORABLE/TITLE or MR./MS.] [NAME]:

On behalf of [ORGANIZATION NAME], I would like to extend an invitation to you to participate in an upcoming event to commemorate [number of years] years of national and community service in [CITY OR STATE]. Your support and participation would add tremendous value to our planned activities and would be greatly appreciated.

For the past decade, the Corporation for National and Community Service and its Senior Corps, AmeriCorps, and Learn and Serve America programs have mobilized a new generation of active citizens. In [CITY or STATE] alone, [MORE THAN/NEARLY] [NUMBER OF VOLUNTEERS] have served our community through the support of the Corporation for National and Community Service. They have made an impact on our community by [LIST SERVICE ACTIVITIES AND ACCOMPLISHMENTS.]

We would be honored for you to participate in our commemoration of a decade of national and community service. If your schedule permits, we invite you to speak at our kick-off event on [DATE, TIME, LOCATION.] In addition to the speaking program, volunteers will [LIST SERVICE ACTIVITY IF APPLICABLE.] 
With your [SUPPORT/PARTICIPATION], we aim to raise awareness of the contributions that national and community service has made to our community. We want to encourage more Americans to answer the President’s Call to Service by learning more about [LOCAL PROGRAM] and the Corporation’s Senior Corps, AmeriCorps, and Learn and Serve America programs.
I will be contacting your office in the next few days to follow up on this invitation and provide any additional information necessary. In the meantime, feel free to have a staff member contact me at [PHONE NUMBER AND EMAIL ADDRESS] with any questions. I look forward to speaking with you soon.

Sincerely,

[NAME]

[ORGANIZATION] 

