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Sample Letter to the Honorees
Date ​________________

_____________________

_____________________

_____________________

_____________________

Dear ________________,

Christian greetings and salutations. I write to introduce the United Pentecostal Church International and one of many programs intended to celebrate and publicly recognize those within our community, who have given excellent service to our citizens and residents. 


In light of this, _______________ (your church), a member of the United Pentecostal Church is organizing to honor several educators within the surrounding communities of our assembly.  ______________ (date of event) has been chosen exclusively to recognize and honor the men and women who have provided excellent education to the students of ______________ (name of your city/town/district or community). 

We are indeed proud to announce that you have been nominated by a family member/friend/colleague or your superior to be honored. It is indeed our privilege to congratulate you for such an outstanding performance and extend an invitation to you to be in our service as one of the honorees. This event will be held on ________ (day and date) at _______ (time) at _____________________ (name of your church) located at _________________________________ (your church address). 
Please note that you can extend an invitation to your family, friends and colleagues to join in the celebration as we honor you. Other special guests will include our Mayor, Senators, _______________ (name of your State) and City representatives and distinguished leaders from across industries and service areas.

Please confirm your acceptance of this invitation by completing the enclosed nomination form and email form to ____________________ (your church email address or other designated email) on or before ____________ (date). In addition, please also indicate on the form who will be attending this event with you.  There is no limit on how many you may invite.

For further information you may contact our Awards Service Coordinator ________________ (name of your coordinator) at ______________________ (telephone number) or visit www.appreciationsunday.org.

We look forward to your favorable response, as together we celebrate our “Educators of Excellence" with you, your family and friends on this iconic day.

May God richly bless you and your family. 


Yours Sincerely,

______________________
(Pastor of the Church)
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______________ (name of your church)
Address, City/State/Zip
_____ (Your church telephone Number)
_____ (your church website if available)
EDUCATOR NOMINATION INFORMATION FORM
Name of Educator __________________________(Last Name)  _______________________(First Name) _________(M.I.)  

Title/Position __________________________________  Institution ___________________________________________ 
Address ____________________________________(Street)________(Apt)________(City)________(State)________(Zip)

Telephone ________________________________________(Cell) _______________________________________(Home)

Email ______________________________________________________________________________________________

I will attend Appreciation Sunday __________________(Yes) __________________(No) ________________(Not  sure)

If your answer is “Not Sure” please provide a follow-up date ______________________________________________(Date)
Please check the category you represent:  Secular Community [    ]             Christian Community [    ]              Both [    ]
PROSPECTIVE GUESTS

Please provide the names and contact information for your prospective guests (If additional space is required, please write on the back of this form):

Name of Guest ____________________________________(Last Name)_____________________________(First Name)

Address____________________________________(Street)________(Apt)________(City)________(State)________(Zip)
Telephone ________________________________________(Cell) _______________________________________(Home)

Email ______________________________________________Relationship to you________________________________
Name of Guest ___________________________________(Last Name)______________________________(First Name)

Address____________________________________(Street)________(Apt)________(City)________(State)________(Zip)
Telephone ________________________________________(Cell) _______________________________________(Home)

Email _____________________________________________Relationship to you_________________________________
Name of Guest ___________________________________(Last Name)______________________________(First Name)

Address____________________________________(Street)________(Apt)________(City)________(State)________(Zip)
Telephone ________________________________________(Cell) _______________________________________(Home)

Email _____________________________________________Relationship to you:_________________________________

