[INSERT TODAY’S DATE]
[INSERT NAME OF RECIPIENT]
[INSERT ADDRESS OF RECIPIENT]
Dear [INSERT NAME],

The [INSERT YOUR AGENCY NAME HERE] needs your assistance in assuring that members of our community receive the proper Family Planning information and education materials. The Family Planning Program Information and Education (I&E) Committee meets every quarter to review materials distributed in our community. The purpose of this review is to assure that materials have educational value and cultural competence, are understandable, and adhere to the moral standards of our community.
You have been identified as an important and active member of our community, and we are requesting your assistance with our program. Your perspective of the educational needs of the community is vital to the success of promoting the Family Planning Program in [INSERT YOUR CITY, REGION, or COUNTY].

Your assistance would require that you volunteer your time for only four meetings per year and evaluate educational materials before they are used in the community.  
This committee will also act as an Advisory Committee that participates in the development, implementation, and evaluation of the project – meaning the Family Planning Program. Discussion and input from this group will help to steer the program in the best direction for the community. 
Please let me know if you would be interested in being part of this committee.  You can call or email me at [INSERT YOUR PHONE NUMBER AND EMAIL ADDRESS], to let me know when would be a good time to meet. I am trying to get this committee together to meet for their first time [INSERT DATE].
Looking forward to hearing from you soon!

[INSERT YOUR NAME]
[INSERT YOUR TITLE]
[INSERT YOUR AGENCY’S NAME]
2015 Update


