<Date>

<Name> 

<Title> 

<Organization> 

<Address> 

<City, State, Zip> 

Dear <Name>, 

We encourage you to attend the upcoming <Title of Your Meta-Leadership Event>, <date>. This event will connect you with other <city or state> leaders who manage critical information and resources in an emergency. The event will also provide you with unique leadership skills to enhance your effectiveness as a leader when faced with a crisis in your organization or community. 
The <include references to any recent local disasters> are powerful reminders that disasters are not the time to exchange business cards. It is critical to network and build strong relationships before a crisis strikes. As a member of the business community, you will find the event especially valuable because of the many connections you will make with key government and nonprofit leaders. These connections can lead to numerous productive interactions and collaborative emergency planning efforts. 
Hosted by <list local hosts>, the event will begin with an orientation and networking reception at <location> on <date>, followed by the training and networking session on <date> at <location>.
To learn more about the concept of meta-leadership and what we are trying to achieve with this event, visit www.cdcfoundation.org/meta-leadership. 
If you are unable to participate in this event, please consider sending another senior leader from your organization. We hope to see you or one of your designees at the <Event Title> in <Month>. If you have any questions, do not hesitate to contact <name>, <organization>, <email and phone number>. 

Sincerely,

<Name>

<Title>

<Organzation>

(note: the letter can be signed by multiple individuals on the host committee)

