Template Councillor Letter
Councillors will receive a lot of post and emails asking them many different things.  It is important that your activity stands out from the crowd – they will want to be involved in an activity which involves their local community.

There are sections which you will need to fill in, indicated by the marking [ ] – please read the letter carefully before sending it.

You can also send the letter as an email – and use the subject heading: Plans for Holocaust Memorial Day 2012 in [enter the name of local authority]. 

Template letter

Dear Councillor X

Plans for Holocaust Memorial Day 2012 in [enter name of local authority]
I am writing to invite you to the [local authority area] Holocaust Memorial Day 2012 activity, which will take place at [enter location] on [enter date] at [enter time].  The activity should last approximately [enter duration].
Your attendance would be greatly appreciated within this local activity, which helps to form part of the national commemoration throughout the UK.  The theme this year is Speak Up, Speak Out, which encourages us to challenge discriminatory behaviour in our communities and neighbourhoods – your presence would reinforce the council’s commitment to building strong a society free from the dangers of exclusion and persecution.
[If you have school children, local groups, diverse parts of your community coming together – tell them about it here]
We are delighted to be joined by [add in the groups], who will be participating in the activity.

If you would like to attend, you can contact me on [enter telephone number] or [enter email address].

I look forward to hearing from you.

Best wishes

[Enter your name, and if applicable, the name of your group or steering committee]

