Dear <inset addressee>:
I am writing to you about the Community Action Plan on Aging and to offer the services of our Speaker’s Bureau to come to your <insert name of neighborhood, business or organization> to present the Plan in more detail.  
The Community Action Plan on Aging (CAPOA) outlines the activities that are necessary to make the Greater Williamsburg Area a more livable community for seniors.  The plan, which was created through research, interviews and community forums, identifies four issues for action:

1.
 Helping seniors and caregivers with Awareness of and Access to Resources;
2. 
Focusing on the needs of Vulnerable Seniors, specifically those that are isolated and frail, have low incomes and people with mental health issues;
3. 
Designing neighborhoods to be age friendly through Housing and Neighborhood Support that includes neighbor-to-neighbor support, affordable housing and accessible housing; and
4.
Recognizing Seniors as a Resource by valuing the contribution of seniors in the workplace and volunteer services and enhancing opportunities for their engagement in the community.
The Community Action Plan on Aging is a COMMUNITY PLAN and we hope to educate the entire Greater Williamsburg Area about the Plan and its goals.  A Speaker’s Bureau has been created and is available to come to your <neighborhood, business or organization> to make a 30 minute presentation about the Plan, answer your questions, and provide you with information about ways the Plan can help your <neighborhood, business or organization> as well as how you/your <neighborhood, business/organization> can participate in the implementation of the Plan. 

I hope you will take me up on our offer to have the CAPOA Speaker’s Bureau come to your <neighborhood, business or organization> to tell you more about this exciting effort that impacts all of us.  Please contact the Senior Services Coalition at (757) 220-3480 if you would like to schedule a presentation for your <neighborhood, business or organization>.
If you have any questions, please let me know.
Regards,

<insert your name>
