Template Invitation Letter to Send to Decision-Makers

How to Use Template Letter
Here’s a flexible template libraries can customize for a city leader, legislator, or other local decision-maker. It keeps the focus on inviting them to experience a library program firsthand and learn about its impact on the community. Libraries are encouraged to include one specific example of the program’s impact, such as helping young children develop early literacy skills, connecting job seekers with workforce resources, or providing reliable internet access. A concrete example helps the invitation feel personal and gives the recipient a clear reason to visit.

Subject: Invitation to Visit [Library Name] for [Program Name]
Dear [Title and Last Name],
On behalf of [Library Name], I would like to invite you to visit our library on [date] at [time] for [Program Name], a program that highlights how libraries support [topic, such as early childhood development and school readiness] in our community.
Through [brief description of the program or activity], we help [audience served] build skills, access resources, and connect with opportunities that support their growth and success. This program is one example of how [Library Name] serves local families and contributes to the well-being of our community.
We would welcome the opportunity to show you this work firsthand, introduce you to our staff and customers, and share how our library makes a difference for the people we serve.
Program details:
· Date: [Date]
· Time: [Start and end time]
· Location: [Library name and address]
· Program: [Program name]
Please let us know if you are available to attend. We would be happy to provide additional information or answer any questions as you plan your visit.
Thank you for your time and for your service to our community. We hope to welcome you to [Library Name] soon!
Sincerely,
[Name]
[Title]
[Library Name]
[Contact Information]

