Invitation to Consult Letter Template
Note: This document was produced to support the California Natural Resources Agency (CNRA) and department tribal consultations as part of CNRA’s Tribal Consultation and Stewardship Policies and Toolkits. Please utilize and adapt this template to meet your needs. Review the Tribal Consultation Policy & best practices here. The Tribal Consultation Best Practices resource includes additional guidance on what should be included in a letter on page 25.

Insert Logo
Insert Date


	INVITATION TO CONSULT


To: [Insert potentially affected California Native American tribe] [Note: if writing a letter to one tribe, use official tribal government name and capitalize. If general offer of consultation to multiple potentially affected tribes, can insert “Honorable Tribal Leaders.”] 
Re: [Insert Subject for Consultation]
Contact: [Insert point of contact for inquiries related to this consultation]
Response Respectfully Requested by [date]
Dear Honorable Tribal Leaders, 
[For early consultations] [Insert Agency] is embarking upon [insert short project summary]. The goal of [insert action] is to [insert goal].
OR
[For secondary consultations after early/prior consultation] Thank you for your partnership and early consultations to date regarding the [subject for consultation]. Based on the feedback received from tribes during the early consultation periods on [subject for consultation] we have developed the [subject for consultation].  
[Organization requesting consultation] respectfully invites the opportunity to consult with your Tribe on [subject for consultation]. [How and where to view the subject for consultation].
Background:
[Provide background on the subject for consultation, including origins and authority of the subject and helpful links. Indicate a list of attachments (maps of the project area, blueprints or engineering site plans, legislative and legal context, and applicable technical information.) provided with the letter or include websites for additional information. Limit this section to 2-3 paragraphs].
Summary of Major Updates to [Subject for Consultation]
[If there have been updates to the subject for consultation since it was last reviewed by tribal partners in early or previous consultation, describe those here. A bulleted list is acceptable. If this is the first time tribal partners are reviewing the subject for consultation, describe in greater detail the process used to develop this draft and the anticipated timeline for reviewing and incorporating feedback provided during the tribal consultation period, and whether there will be future opportunities for review].
All feedback and guidance are appreciated and welcome. We are specifically interested in consulting on the following non-exclusive list of questions. 
· Question 1
· Question 2
· Question 3
· Question 4

Consultation Requests
We respectfully request consultations conclude and written comments be received by [date]. [Instructions for requesting a consultation, submitting written comments, or requesting an extension to this deadline]. Please email [NAME] at [EMAIL] with the subject line “Consultation: [SUBJECT FOR CONSULTATION]” to request a consultation or submit written comments.
Given delayed mailing times, email submission is preferred for written comments, but you may also submit consultation responses via mail to: 
Department Name
ATTN: Staff Name, Staff Title 
Address line 
Address line

Additionally, [organization requesting consultation] would like to invite you and your staff to participate in the following roundtable sessions to learn more about the [subject for consultation] and to discuss them further. [Roundtable session date(s), instructions for registering, etc.].
a. [insert roundtable dates and registration instructions]
b. [insert roundtable dates and registration instructions]

Respectfully, 
[Signature]
[Note: A department or coordinating Tribal Liaison is required to review and sign all request for consultation letters.]
Name
Title
Organization

	
	
	




