
Vendor Invitation Template











<* Date *>
<* Vendor Contact Name *>
<* Vendor Business Name *>






via email
<* Vendor Contact Title *>


Dear <* Vendor Contact Name *>: 
The <* Ministry Name *> of Morning Star Baptist Church of Baltimore County is hosting a <* Name/Type of Event *> and we would be honored if you would accept our invitation to join us on <* Day, Date Start/End Times *> at <* Location *>.  The event <* Purpose, Objectives, or Expected Outcomes *>.  Our goal is to service <* Target Goal of Attendees *>.  We would like to have you as <* Role of Vendor *> to <* Any additional expectations or information to help the Vendor understand the full request and identify if they are available *> 
If you are available and able to participate, please respond with an email to <* Contact Person’s name, title, email address and/or phone number and extension *> by <* Deadline Date *> along with any <* special accommodation requests *>








In His Service








<* Ministry Leader *>
Cc:  <* Coordinator of Event *>
<* Coordinator Email *>

<* Coordinator Phone *>

