Appendix: Invitation letter template for attending an expert meeting/roundtable

[bookmark: _GoBack]Possible content: This is an example for an invitation letter on the implementation of the standards, focusing on one specific standard topic. Please adjust the text in brackets to your respective meeting/topic/project, to your organisation´s needs, and to the situation in your country.
[Insert the logo of your organisation]

Your header: Name and postal address of your organisation]
[Name and postal address of the politician/key stakeholder]
[Date]
[Insert a catchy subject, e.g.: Kindly support for the European Standards of Care for Newborn Health]


Dear [insert title and name of the attendee],

On behalf of [insert name of your organisation] I would like to invite you to [insert name of the meeting] to work on the implementation of the European Standards of Care for Newborn Health in [insert your country].

This [meeting/roundtable] will bring in different key stakeholders to discuss the best possible way to promote our cause to [insert goal of meeting and explain with 2 or 3 sentences, e.g. it is our first step towards achieving our goal to implement the European Standards of Care for Newborn Health in our  country. The key points from the discussion will be summarised into a position paper outlining the expert group´s recommendations of how to put the standards into practice. Furthermore, we would like to discuss the potential next steps with you.]

The meeting will take place on:
[Date & location] 
[Time]
[Preliminary Meeting agenda]

We would be delighted if you could join our project team and contribute to the discussions with your most valuable professional and personal experience.
Please send us [your reply mail/fax] by [time/date].
We are looking forward to your positive reply.

Yours sincerely,
[Insert title, your name and name of your organisation]

