Below is the text for a basic Runway Safety Action Team (RSAT) meeting invitation.  The text can be copied and pasted into an email or placed into a letter. Be sure to fill in all of the site-specific information for your airport.
XXX Airport Users,

Runway incursions remain a serious concern nationally. One important component of our ongoing efforts to improve surface safety at XXX Airport involves conducting a Runway Safety Action Team (RSAT) meeting at least once each year. In conjunction with airport management, we will be conducting a local RSAT meeting on DATE, 2013. The meeting is scheduled from TIME at LOCATION.

The purpose of this RSAT meeting is to unite those individuals and organizations that are actively involved in air traffic operations and movement of aircraft, vehicles and equipment on the Airport Operations Area (AOA). We look for participation from all major airport interests including tenants, fixed base operators, airport operations and maintenance personnel. Participants are asked to help develop recommendations and solutions to enhance surface safety. Those recommendations serve as the foundation for a site-specific Runway Safety Action Plan. You are cordially invited to join us.

Your participation is important and your input is welcomed. Please RSVP to ATM or designee at EMAIL.ADDRESS@faa.gov. Include the name, organization, phone number and email address of those who will be attending.

If you have questions or need more information, please let me know. I can be reached at (000) PHONE NUMBER.

Sincerely,

ATM's NAME

Air Traffic Manager, XXX ATCT

Remember… your invite list should include:  

· Airport operator and their employees (plow / mower operators, airfield inspectors, etc.)

· Tech Ops (local and District representatives)

· Airline representatives (if you only have access to the station manager, request that the invite be forwarded to the chief pilot or safety representative)

· Fixed Base Operators (FBOs) and flight schools

· Flight Standards (FSDO and FAASTeam members)

· Airports Division representatives (ADO and Region)

· Local flying clubs and pilots based on the field

· ARFF or local Fire Department (whoever responds to emergencies on the field)

· ATO District Manager

· Runway Safety Program Manager for your region

· Appropriate Service Center personnel
