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[Your Name]
[Street Address]
[City, ST ZIP Code]
[Date]
[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST ZIP Code]
Dear [Recipient Name]:
On behalf of [name of organization], I would like to invite you to the library to speak on [topic/panel].  Our organization would like to host a program on [topic] on [X date or dates] at [time], and given your expertise in that subject matter, we hope that you will be able to join us for the event. Our goal is to increase awareness of [topic] for members of our community.
If you are interested in participating in this event, please contact [insert contact name] at [insert email address and/or phone number] by [insert deadline date]. I will contact you within the next week, at which time I hope we can set a date for our discussion. Or, you may reach me at [insert phone] and [insert email address]. I look forward to our future work together to mutually benefit the members of our community in regards to health outreach. 
[bookmark: _GoBack]We would be honored if you would accept this invitation to join us for this event.  Please let me know by [insert date] if you will be able to join us for the event. If you are unavailable we would appreciate a recommendation for another local speaker. If you have any questions about the event, please do not hesitate to contact me. 

Healthy Regards,
[Your Name]
Enclosure
