Sample Form Invitation Letter

[Insert School District Letterhead]

____________ ___, 20__

[Senator | Representative] [First Name] [Last Name] 

[Insert address]

Columbus, Ohio 43215

Dear [Senator | Representative] [Last Name],

On behalf of the [School District Name] community, I would like to extend an invitation for you to visit us to see firsthand all the wonderful things that are happening in our schools and to introduce you to our community. 

During your visit, we will provide an overview of our district and make sure you have an opportunity to see our teachers and students in action. We especially look forward to sharing with you the exciting things we’ve been doing with [describe a program or event of focus]. Most importantly, we want our students to have the opportunity to interact with you. Depending on the timing of your visit, we could do this through a school assembly, a luncheon with student leaders, or time with our Government classes. We will be glad to work out the details with you once the date and time of your visit are verified. 
Enclosed is a copy of [insert description of any materials you would like to share with your local legislator, including the school district’s strategic plan, forecast, Quality Profile, etc.]. We look forward to sharing more with you about our district during your visit.
Please let me know of your availability for a visit to our School District in the coming weeks or months, and I will make all the arrangements with our school. We look forward to announcing your visit to our students, staff, and the entire [School District Name] community.

You can contact me via the email or phone number listed below. Along with our Board of Education Members, district and building leaders, students, and staff members, I am excited about your visit to [XXX] Schools.  
Sincerely,

[Superintendent Name]





Superintendent, [School District Name]

Email:_____________

Phone: ______________

