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Outline of Call letter:
Dear ????
Re: Evatech workshop <date>, <times> and <location>
We are delighted that you have agreed to participate in the Evatech workshop that we are holding shortly.  Your contribution will, we are sure, help us towards a successful conclusion.
Evatech is an EU Framework 5 project which is seeking to understand the nuclear emergency management process across Europe and the information and decision support needs of the decision makers therein.  As part of Evatech we are running a series of workshops in several countries to understand the needs of decision makers a few days after a release when considering the choice and implementation of early restoration actions in urban regions. In particular, we are running a workshop on <date> from <start time> to <finish time> at <location>.
The objectives for the workshop are:
<Kari to provide>
The scenario to be explored will prepared in advance and a few days beforehand you will be sent a description of the hypothetical events leading up to the issues to be discussed in the workshop.  The meeting will be facilitated by <????> who will help us focus on the choice of restoration strategies and on the evaluation of options.  However, the event's format is far from fixed and you should come prepared to contribute your ideas and inputs freely.  Do not prepare any data or analyses beforehand: we shall not need to venture into any great detail.  We intend to gain a broad overview of the issues and perceptions that will drive decision making on restoration in urban areas.  Please clear your diary fully for the workshop.  In order to focus on the issues and build a shared perspective between the participants, it is important that all attend for the full discussion. Our intention is that all of us may discuss the issues without disruptions and outside distraction.  There will be coffee breaks etc. to make any essential phone calls, but we ask that you do not take calls during the meeting.
The output of the meeting will be confidential until there is broad agreement on the conclusions and the wording of the report.  No statements will be attributed to any person in the meeting.  The findings will be made available to the Evatech consortium and, again if there is broad agreement, more widely.
We attach a list of those, who like yourself, have agreed to participate.
Attached is a map showing <location> and suggesting transport links. <you may wish to remark on any transport issues such as 'allow at least ??? min to get from X to Y', or trains times may be found at www.???.???>
<Accommodation issues if relevant>
Please let us know if you have any special dietary requirements.
Do contact us if you have any questions or concerns about the workshop or about the Evatech project.

We look forward to seeing you on <date>
Yours sincerely

<Name(s) and affilation(s)>

Attachments:
Institutes or individuals participating
Map, etc.

