SAMPLE COMMITTEE INVITATION
Directions: Below is a sample letter inviting employees to participate in their company’s Obesity Prevention and Control Planning Committee. You may customize this letter by filling in names and information specific to your organization in the places indicated with parentheses. Be sure to delete this directions box when you are done customizing your letter!

Invitation to Participate in

[Insert organization name]

Obesity Prevention and Control Planning Committee
TO: [Potential Team Member]
FROM: [Team Coordinator]
RE: [Insert organization name] Obesity Prevention and Control Worksite Program

As you may be aware, [Insert organization name] is planning on implementing a worksite obesity prevention and control program in [month, year]. The new program will involve planning, building, promoting, and assessing a variety of nutrition and physical activity program components for [Insert organization name] employees.  We are inviting you to be a part of the Planning Committee. 
The purpose of this committee is to develop, guide, and oversee the program, including— 

· Identifying the interests of company employees

· Motivating employees to participate in the program

· Keeping management excited about the company’s obesity prevention efforts

· Discussing potential program components and deciding what activities to include
We plan to meet [frequency or number of meetings]. The committee will be breaking into smaller teams where much of the work will occur. 
Thank you in advance for considering working with us on this important effort. [Name] will be scheduling our first meeting. If you have any questions please feel free to contact me at [contact information].
[Signature]                                                                                                     

[First and Last Name]

[Title]
www.cdc.gov/leanworks 
