[image: ]
USNR Event Invitation
The below template may be completed to invite Service Providers to Deployment Readiness Training. Invitations can be sent to individual Service Providers or to multiple providers at one time.[footnoteRef:1] [1:  Adapted from USNR Northwest Region; Last Updated March 2013
] 
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HELLO [INSERT NAME OF SERVICE PROVIDER]!

[image: C:\Users\jjb\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\070811-N-7918H-338hires.jpg]I am contacting you to inform you of our upcoming Deployment Readiness Training (DRT) and ask for your support at our event, which will be held on [Day Month Year] at [Venue Name, City, State] from [Time]. 
DRT is an event planned for Warriors (Service Members) who are deploying and their guests. Warriors are encouraged to bring family members (spouses, children, parents, etc.) or others who will be supporting them from home during the duration of their deployment. At this time, we anticipate [# of registered participants] participants, including [# of Service Members] Service Members and [# of guests] guests. 
[bookmark: _GoBack]The event is designed to provide information on benefits, resources, and the deployment process. During the event, participants are educated on and assisted with important aspects of deployment preparation. Presentations and resources provided by Service Providers on specific topics is equally as important to the event’s success.
We would greatly appreciate your support to our program by providing information during the event if you are interested in and available. Ideally, we would like Service Providers to be in attendance for the entire duration of the event, from [hour] to [hour]. If you are available to support our event, please contact me at [Contact’s Telephone #] or at [Contact’s email Address] as soon as possible so that we can discuss the information you will be providing. All Service Providers will be provided with a table to distribute resources and information, and some Service Providers will be asked to make a 15 minute presentation. Event participants will have an opportunity to listen to presentations and visit all resource tables. Thank you very much for your support! I look forward to working with you.

Sincerely,
[Signature]
[First Name, Last Name, Title] 
[Email Address] | [Telephone Number]
[Address]
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