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Sample Letter

Dear Candidate,

 Thank you for accepting the invitation to participate in our
candidates' forum on ________ (date) at _______ (location) from ____ pm
to ______ pm.

The following guidelines will govern the forum. The moderator will 
introduce those ivolved in the forum, explain the ground rules and
introduce the candidates. After this each candidate will have (2 minutes) 
for opening remarks. Written questions from the audience for the
candidates will be given to the moderator. Each candidate will have equal 
time for an answer (2 minutes, 1 minute). Rebuttals will (will not) be
allowed. Each candidate will (will not) be given the opportunity to present
a (2 minute) closing statement.

There will (will not) be a table provided for candidate literature.

We look forward to meeting you and hearing your views on the
issues.

Sincerely

This letter should also contain name, address, forum sponsor information and 
telephone number. Include cell contact in case emergencies arise.
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