SAMPLE LETTER OR E-MAIL TO COMMUNITY GROUPS

(NOTE: In mailings to the media and community groups, attach announcements and flyers about library programs related to the exhibition. Letters to the media should also include press kits, offer assistance in developing stories, and include a library contact.)

(DATE)

Dear: (NAME):
The (NAME OF LIBRARY) is pleased to announce the opening on (DATE) of “Visions of the Universe: Four Centuries of Discovery,” an exciting and colorful exhibit celebrating astronomy and its contributions to society and culture. Only fifty-five libraries throughout the United States were selected for the exhibit tour.
“Visions of the Universe” is presented by the Space Telescope Science Institute, Baltimore, Maryland; the Smithsonian Astrophysical Observatory, Cambridge, Massachusetts; and the American Library Association, Chicago, through funding from the National Aeronautics and Space Administration (NASA).
Using dramatic images from Galileo’s observations to the Hubble Space Telescope and other NASA space observatories, “Visions of the Universe” shows how our views and understanding of the universe and the objects within it have changed over the past four hundred years. Exhibit topics include storms on the sun, Saturn’s rings, the nature of comets, star birth, and distant galaxies. The colorful exhibit panels feature striking images of planets, comets, stars, nebulae, and galaxies taken by NASA’s powerful astronomical observatories and spacecraft, as well as drawings and diagrams created by the first space explorers—scientists such as Galileo Galilei, Christiaan Huygens, and Charles Messier, which show how the universe, stars, and planets were understood centuries ago.
The exhibit is part of a multi-year global celebration of astronomy, highlighted by the 400th anniversary of the first use of an astronomical telescope by Galileo. The goal and vision of this continuing celebration is to help citizens of the world rediscover their place in the universe by observing and the day- and night-time skies and experiencing a personal sense of wonder and discovery.  
We would like to invite you to see the exhibition on (DAY, DATE) at (TIME) at the library. (NAME) will be the guest speaker (OR INCLUDE OTHER PROGRAM INFORMATION). A news release included with this correspondence provides additional details. Please contact me at (TELEPHONE, E-MAIL) if you have questions. The library has planned a number of other astronomy-related programs and events for all ages during the exhibit display. The exhibit will remain on view in the library through (DATE).
We hope you can join us as we introduce this exciting exhibit to our community.

Sincerely yours,

