Note: print on school stationary

[DATE]

The Honorable Mayor [MAYOR’S NAME]

[MAYOR’S ADDRESS]

Dear Mayor [MAYOR’S LAST NAME]:

On [DATE OF WALKING AUDIT] the Safe Routes to School team at [SCHOOL NAME] will host a walking audit of the routes students use to travel to and from school by foot or bicycle. The purpose of the audit is to collect information to improve walking and biking safety. Short- and long-term recommendations will be developed based upon the information collected.

We would like to invite you, or a representative from your office, to participate in the walking audit. The agenda for the walking audit is as follows:

(Modify agenda to fit audit times)

  9:30 a.m.
Introductions and overview of morning

  9:45 a.m.
Safe Routes to School presentation and instructions on use of checklist

10:05 a.m.
Walking audit of designated routes to and from [SCHOOL NAME] 

11:00 a.m.
Map walking audit results

11:35 a.m.
Group discussion of results

11:55 a.m.
Summary and next steps

I have enclosed a copy of a press release we are preparing for the walking audit, for your information.

Please contact me at [contact phone] if you are able to join us on [DATE OF WALKING AUDIT] or if you have questions. 

Sincerely,

[SCHOOL CONTACT]

For the [SCHOOL NAME] Safe Routes to School Team

enclosures
