[bookmark: _GoBack]Sample Letter - Site Demonstration Invitation 
(Date) 
(Name, Title)
(Address) 
Dear (Name): 
On behalf of the (agency name) Board of Directors, I invite you to attend a Low-Income Weatherization Assistance Program on-site demonstration at the home of a (county) resident. 
The (State Office) and local non-profit corporations are sponsoring a local Weatherization site demonstration. On (day of week, date, and time), State and local Weatherization personnel from (local agency name) will demonstrate advanced residential energy conservation diagnostic equipment and techniques at the home of: 
(Client’s name) 
(Street address or brief driving directions – include link or Google map) 
The event will last one hour and illustrate how the Weatherization Program reduces the energy burden on low-income families, particularly the elderly and handicapped (or insert other priority groups), by reducing the costs of home energy. 
You will be welcomed at this informal event by Agency Board of Directors President (name). After a brief overview of the Weatherization Assistance Program, a weatherization crew will demonstrate typical weatherization measures including the state-of-the-art diagnostic equipment. You will see the operations of a proven, cost-effective low-income energy conservation program that helps your constituents. 
Others invited to attend include U.S. Senators (names) and Congressman (name), County Commission President (name), and (state) Senator (name) and (state) Delegate (names). Reporters from the local newspaper, (TV station if applicable), and (state) Public Radio are also invited. 
Weatherization is an effective public investment and an important program in (county/area). I hope that you will be able to attend the on-site demonstration to see the program in action. If you have any questions please contact me or my administrative assistant (name) at xxx/xxx-xxxx . 
Sincerely, 
(Your Signature)
(Name)
(Title) 

