NC DRINKING WATER INCIDENT RESPONSE TOOLKIT
Pre-Incident Planning Meeting Tools: Sample Invitation List 

Sample Invitation List
Purpose
The sample invitation list is intended to assist local planning teams in determining which individuals to invite to participate in a local pre-incident planning meeting. 
Instructions 
The sample invitation list is associated with Step 3 in the Pre-Incident Planning Guide. 
This list may not be a perfect fit for every local community. The pre-incident planning team should review it carefully and make appropriate additions or deletions. However, the team should be sure to include appropriate local individuals from entities that have official responsibilities for responding to drinking water incidents, including utilities, emergency management, and public health. Local government leadership is another essential partner in assuring the success of pre-incident planning efforts.
We encourage the planning team to think broadly about which other individuals or entities in their communities may have information or resources that are relevant to responding to local drinking water incidents. You may also wish to consider including a representative of the general public or a community resident who is engaged with issues through participation in a local water and sewer authority board or other appropriate local board.  
This tool includes space to identify the names of the individuals that the local planning team chooses to invite. It is provided in Word format to facilitate local editing. 
A separate tool, the Sample Invitation Letter, may be used when the team has its list of participants finalized and is ready to issue the invitations.



Sample Invitation List
· Local government manager (city and/or county manager): __________________________________________________________________

· Local government elected official (such as the mayor, chair of the municipal governing board, or chair of the board of county commissioners): __________________________________________________________________

· Utilities director(s) (head of local public utilities department, director(s) of other drinking water utilities that serve the community): __________________________________________________________________

· Emergency management coordinator: __________________________________________________________________

· Emergency call center director: __________________________________________________________________

· Local public health director: __________________________________________________________________

· Environmental health director or supervisor: __________________________________________________________________

· Public information officer for local utilities department or other local drinking water utility: __________________________________________________________________

· Local government public information officer: __________________________________________________________________

· [bookmark: _GoBack]Local public safety representative(s) (police, sheriff, and fire): __________________________________________________________________

· Other(s): __________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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