
[Group Address] 
 
[Date] 
 
[Recipient’s Address] 

 
Dear Ms. Smith, 

 
You are invited to participate in [Event Name] hosted on [Date] from [Time] at [Location]. This 

is an event dedicated to raising awareness about women’s empowerment, with the focus of 

“Think Globally, Act Locally.” We, a team of women from the 20XX cohort of the VIH 

Program, have come together to organize this event in an effort to share what we have learned 

from our study abroad experience with the Pittsburgh community. [Group Name] will feature 

issues that women in Africa face every day, such as illiteracy, health issues, and exploitation. 
 
Would your organization be willing to have a representative present to be able to answer 

questions regarding your organization at the event itself or by forwarding promotional 

information and other materials that could be displayed at our informational tables? This would 

be an excellent opportunity to reach out and spread awareness among students from various 

universities who are eager to get involved in these important global issues.  
 
Since women’s empowerment is the central focus of our event, it would be very rewarding to 

include an organization that facilitates the ideals of a self-sufficient and sustainable lifestyle for 

refugees in their new environment.  Given your expertise working with these issues, it would 

significantly enhance [Group Name] if someone with experience in the field could provide 

insight to the participants of the event who may not be cognizant of Pittsburgh’s rich non-profit 

base.   
 
We hope our goals for the next few months have peaked your interest!  Please send an email to 

vihcee20XX@gmail.com no later than [Date]if you are interested in participating. Thank you for 

your time in considering this letter and we hope to hear back from you soon! 
 
All the best, 
 
[Group Name] 

[List Individual Names] 
 

Comment [SW1]: Address the recipient in a 
professional manner.  

Comment [SW2]: Begin with purpose! Explain 
your reason for contacting the organization at the 
beginning of the letter.   

Comment [SW3]: Identity who you are as a 
team.  

Comment [SW4]: Briefly explain HOW  this 
particular organization can assist in achieving your 
CEE goals.  

Comment [SW5]: Briefly explain WHY this 
particular organization can assist in achieving your 
CEE goals.  

Comment [SW6]: Create a group email in order 
to collectively organize updates.  

Comment [SW7]: Provide a date so that the 
recipient knows when to respond. 

Comment [SW8]: Conclude the letter in a 
professional manner.  
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