Sample Letter to Community Groups, School Administrators, and VIPs

(NOTE: In mailings, include announcements and flyers of related library programs. You may wish to also enclose a special invitation or send separate invitations to important guests. Be sure to include an RSVP card and stamped return address envelope so you can prepare for their attendance.) 

{DATE} 

Dear Library Friend: {Use a personalized greeting whenever possible} 

The {Name of library} is pleased to invite you to {brief description of program}, a program that will feature the library’s Picturing America collection.
{Name of library} was one more than 3,600 public libraries and 56,000 sites across the country selected to receive 40 high-quality reproductions of great American art as part of the Picturing America, an initiative of the National Endowment for the Humanities (NEH) conducted in cooperation with the American Library Association (ALA) in order to bring significant works of American art into thousands of communities across the country.  
{Name(s) of speakers or guests} will visit the library at {include address, be specific about location or enclose a map} on {day, date} to {details of program/programs}. 

The enclosed materials will provide additional details about the program/programs. We encourage you to visit the library to browse related displays and to peruse the latest addition to our expanding collection. 

If you would like more information about this or other library programming, please contact me at {telephone number, e-mail}. 

Sincerely, 

{Name and title}
{Name of library}
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