
Invitation to Participate in Needs Assessment 

Dear [Stakeholder's Name], 

We are pleased to invite you to participate in an important needs assessment that aims to identify 

and address the critical needs within our community/organization. 

Date: [Insert Date]  

Time: [Insert Time]  

Location: [Insert Venue]  

Virtual Link: [Insert Link if applicable] 

Your expertise and insights are invaluable to us, and we believe your participation will greatly 

contribute to the effectiveness of this assessment. 

Please confirm your attendance by [Insert RSVP Date]. For any questions, feel free to contact us 

at [Insert Contact Information]. 

Thank you for considering this opportunity to collaborate with us. We look forward to your 

positive response. 

Sincerely,  

[Your Name]  

[Your Position]  

[Organization Name]  

[Contact Information] 


