P-INVITATION Meeting Email Template 
 
Invitation Email: 
 
Greetings _____ County Clean Water Action Planning Partner! 
  
The _____ County Clean Water Planning Team, led by _____________ is committed to developing ____ County’s Clean Water Countywide Action Plan (CAP).  Partnering with you and others in our county is key to our CAP’s success!  
  
We are so thankful for your time, energy, and input in the development of _______ County’s CAP.  [[Provide context to last connection and bridge to upcoming meeting.]] 

The next Clean Water Countywide Action Plan meeting is DAY, DATE, from TIME to TIME at the LOCATION.  [[Explain purpose of upcoming meeting.]]
  
Please RSVP by DATE to let me know one of the following: 
  
· I will attend the DATE meeting.  OR 
· I am unable to attend the DATE meeting, but want to partner with you in developing the CAP, please keep me on the membership list.  OR 
· I will not be attending & Please remove me from the membership list 
  
We look forward to seeing you at the DATE meeting and become actively engaged with a diverse group of partners who are dedicated to improving the health of our local waters, addressing local water related issues and the quality of life in ________ County. 

Lastly, if there is a potential partner we should reach out to, please let me know in your reply to this email.  
  
Have a great day, 
 

