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Sample Invitation Letter

Cut and paste, make your own changes and additions, and place on your letterhead.

Date

NAME

ADDRESS

Dear NAME,

We are writing to invite you to participate in an exciting training opportunity that is taking place in <community> on <dates>, in a one and a half day workshop on Planning for Safer Communities (outline and backgrounder attached).  

This invitation is meant for you or a staff member.  The workshop will be from 9 – 4 on <date> and 9-12 on <date>, and will be held at <place>. Lunch will be provided/you will be on your own for lunch between 12:15 and 1:15 pm.

The second opportunity we are inviting you to is an evening safety audit.  This will take place on the evening of <date>.  We will gather at the <central indoor place that is warm and has washrooms> <address> at <time>. The audit, including discussion before and after, will last approximately 2-3 hours. We encourage you to participate – we really need you there. Safety audits allow us to look at various aspects of the community – both indoors and outdoors.  The basic process of a safety audit is to identify why an area or building feels unsafe by walking through it, talking about it and writing down observations. Afterwards, the observations and findings are discussed to try and find workable solutions to improve the area.

As you are more than aware, communities belong to all citizens. However, crime, victimization and fear, means that many people, especially those who are most at risk - such as women and children - are severely limited in the ways in which they can use, and be part of their communities. This includes everyday activities like, recreation and shopping, as well as major life decisions about where to live, work and go to school. 

Statistics Canada tells us that one out of every two women in Canada since the age of 16 has been physically or sexually assaulted by a man at least once, and that one out of every three women in BC is assaulted by her husband or partner. (Statistics Canada, 1993, Violence Against Women Survey). However, much of this crime remains hidden, and the National Crime Prevention Centre confirms that the majority of crime is not reported to the police. For example, 90% of sexual assaults and 68% of non sexual assaults go unreported (A Picture of Crime in Canada, National Crime Prevention Centre, 1999). 

These figures are borne out locally where:

· In the past fiscal year, the <local women’s shelter> has had <xxx> bed stays which translates into <xxx> clients.

· Between <dates>, the <local crisis line> had <xxx> calls from women regarding safety issues.  They ranged from serious stalking to the fear of being home alone

· The <local women’s resource centre> has seen an average of <xxx> clients through their door, per month in <year>.

· We have a <local sexual assault centre, or sexual assault program>, in <town> that <describe>.

· One in 5 <town> women will be victims of sexual assaults at some time in their lives

· Children witness 80% of spousal assaults that occur in <town> area homes. 

It is critical that communities like ours come together to build communities where everyone has the right to feel and be safe, wherever they may be - at home, at work, and in public places. All across Canada, local governments are increasingly recognizing that community safety is a fundamental quality of life issue - a safe community is a livable community, a healthy community, an economically viable community. They are recognizing that in order to achieve their goals for healthy, vibrant communities, they must adopt new strategies that incorporate objectives for safer communities. 

This workshop will discuss those strategies, and provide tools and techniques for local governments to work with their communities to adopt a focus on safety for women and children, integrating personal safety into community planning and development processes. 

We know that these kinds of initiatives have only been successful when there has been strong local government leadership and involvement. We believe that your participation in this workshop is critical to making our community safer for women and children, and thus safer for all citizens. Please respond no later than <date>, as to your attendance at this training.  Please indicate the number of people that will be attending from your office. Do not hesitate to call if you require more information on the workshop. We hope that you will be an integral part of this first step on the journey towards a better community for us all. 

Yours sincerely,

YOUR NAME
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