Notification of Advisory Committee Meeting — Sample

NEW MEXICO                               
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(Send notification letter one month before the meeting. Follow up with a phone call one week before the meeting, as needed.)

[Date]

[Name]

[Address]

Dear [Advisory Committee Member]:

The autumn [or spring] meeting of the GRADS Advisory Committee has been scheduled for [day], [date], from [time] till [time]. We will meet in room [number] at [school or other meeting location]. As we have a full agenda planned, we look forward to your participation at this meeting. Refreshments will be served.

Please call me at [school phone] to let me know whether you will be able to attend this meeting.                                                  

                                                                              Sincerely,

[Teacher name] GRADS Teacher

[Optional: Send a meeting agenda]
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