<date>
<Recipient>
<Recipient’s Address>
<Recipient’s Address>
<City, State, Zip>
Dear <Recipient>,
It’s my pleasure to invite you to the Michigan Association of School Administrator’s Region <X> meeting when I’ll present to you the MASA Region <X> Champion for Children Award.  We want to honor you for your dedication and effort in making the lives of children better in our region.
Our region meeting information is as follows:
MASA Region <X> meeting

<Address>
<Address>
<City, State, Zip>
The meeting will begin at <time> with the presentation of the Champion for Children award.  You are encouraged and welcome to bring family and friends.

To help us prepare for the presentation, it would be helpful if you could provide us with a headshot and a brief bio.  Please send to:

Region <X> President

<Address>
<Address>
<City, State, Zip>
If you have any questions, please don’t hesitate to call.  Once again, congratulations.

Sincerely,

Region <X> President
