Sample meeting request letter

[Your Letterhead] 

[Date] 

Name

Address

Address


Dear _________: 

I would like to meet with you at your earliest convenience to discuss forming a partnership to provide after-school programs for the students in our community. [Suggest two or three dates/times for a meeting]
The recent expansion of state funding for after-school programs offers a tremendous opportunity for schools and community organizations to work together to provide youth in our community with an enriching environment that keeps kids safe, helps working families and improves participants’ academic achievement. By working together, we can combine our strengths and resources to provide quality programs and staff that meet students’ needs and reach the students who need these programs the most.
I look forward to sharing with you more information on after-school programs and the public funding streams that are now open.  [If you plan to bring another advocate with you, include that information here.] I can be reached at [phone & e-mail].

Thank you for your consideration. 


Sincerely, 


[Your Name]

[Title]

[Organization]


