
November 2, 2011
[Name or Agency]

[Address]

[City/State/Zip]
Dear [Name or Agency],

 

Thank you for agreeing to help us with a group assessment of the [community] public health system.  As you may know, a public health system is made up of all public, private, and voluntary organizations that affect the health of people living in [community].  We are doing this assessment in order to learn about how well our public health system works right now and to find ways to improve our system by working together with agencies throughout our community. 
 
In order to get a good understanding of our local public health system, it is very important to have people from many different organizations involved in the process.  We will complete the assessment over a series of meetings. Our next meeting will be [When and Where].  We will start at 0:00 AM.  [Give details here of how the meeting will be structured].
Each person at the meeting will have important knowledge about how our community works, and together we can create a complete picture of the health of the community.  Your knowledge about [specific example of information the person can share] will be very useful in this process.
 
I am enclosing information for you to look over, so that you may begin thinking about the questions we might discuss and preparing for our meeting.  A packet containing all of this information will be given out at the meeting, where we will discuss and complete the assessment together.  
I look forward to having your input and knowledge about our community’s health, and thank you again for agreeing to take part in this important activity. 
 
Sincerely,

 

[Name]
[Agency]
