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SAMPLE LETTERS TO CANDIDATES


Following is a collection of sample letter to candidates.  Each letter represents a different situation.  You may choose the one that best fits your situation and modify it as needed.  And, of course, you will want to insert your own League’s logo.
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Date


Name
Address
City, State, ZIP Code

Dear _______________________:

The League of Women Voters of _______________, a nationally recognized nonpartisan organization, will present a Candidates’ Forum for the Candidates for ______(position)__________________________on _____________(date)____________________, beginning at ______(time)______. The forum will be held at ______________________(location)___________. 

You are cordially invited to participate in this Candidates’ Forum. Further information will be sent to you prior to the forum.

Please reserve this date and indicate your response by signing and returning the enclosed copy of this letter to me by ________(date)_______.

We would also like to invite you to participate in the League of Women Voters’ non-partisan website, SmartVoter.org. All candidates are eligible to post information about their candidacy on Smart Voter. To join, enter your information online at http://www.smartvoter.org/candidate.

Thank you for considering this invitation. We look forward to your participation.

Sincerely,



Name
Title
League Name
Enc.
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Date


Name
Address
City, State, ZIP Code

Dear _______________________:

Thank you for your participation in the League of Women Voters Candidate Forum scheduled for _________(date)_________, at ___________(location)____________.  I am contacting you to inform you of the format of the forum.

The forum will begin at ___(time)___; we request that you arrive by ___(time)___. 

Each candidate will be allowed one minute for an opening statement and two minutes for a closing statement.

There will a total of 12 questions. Candidate #1 on the dais will have two minutes to respond to the first question. The other three candidates will then each have one minute to respond to the same question. The second question will then be first addressed to Candidate #2 on the dais, who will have two minutes to respond, followed by one-minute responses by the other three candidates And so on.  Each candidate will have a chance to answer three questions first. 

During the opening and closing statements and the question responses, our timekeepers will alert candidates to the time remaining with signs of one minute, 30 seconds, 15 seconds and then a "Stop" sign when they are out of time.

Please feel free to call or email if you have any questions. We thank you for your participation and look forward to having you at the candidate forum.

Sincerely,



Name
Title
League Name
Enc.
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Date


Name
Address
City, State, ZIP Code

Dear _______________________:

Thank you for agreeing to participate in the candidate forum for _________________(position)___________ on ___(date)___.  The forum will be part of a voter forum that we are co-sponsoring with the ______________(organizations)_________.

The event will take place from ___(time)___ to ___(time)___ at ______(location)______.  Please arrive at ___(location)___ so we can determine seating order and review ground rules.  

Following is the format of the candidate forum:

Introduction – ___(name)___, moderator
Opening statements – 2 minutes per candidate
Questions from the audience – 1 minute response from each candidate
Closing statements – 1 minute per candidate

Members of the audience will be asked to write their questions on note cards.  The moderator will present the questions to the candidates.  The moderator will rotate the order in which the candidates will respond to the questions so that each candidate will have an opportunity to be first (and last) to respond.  A timer will be present to indicate to you how much time is remaining for your statement or response.  

We look forward to your participation in this community event.  If you have any questions about the format, please feel free to contact me at ___(email address)____, or call me at ___(phone number)_____.

Sincerely,


Name
Title
League Name
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