
Request for Participation in Emergency 

Preparedness Forum 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally invite you to participate in the 

upcoming Emergency Preparedness Forum scheduled for [Insert Date] at [Insert 

Venue/Location]. This forum aims to bring together stakeholders from various sectors to discuss 

and strategize on effective emergency preparedness and response initiatives. 

Your expertise and insights would be invaluable to the discussions, and we believe your 

participation would greatly enhance the collaborative efforts in our community. 



Please let us know your availability for this important event by [Insert RSVP Date]. We look 

forward to hearing from you and hope you can join us in making a positive impact on our 

community's preparedness efforts. 

Thank you for considering our invitation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


