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Date

Mr./Ms. First Name Last Name
Employer/Organization
123 Main Street
Anywhere, PA 11223

Dear Mr./Ms. First Name Last Name,

On behalf of the Anywhere Board of Commissioners, I am pleased to confirm your appointment to the Name of Local Area Workforce Development Board effective  ______.  
 Membership Category:
Term of Appointment:

Congratulations and thank you for your willingness to serve.
If you have any questions, please do not hesitate to contact _____, WDB Chair of _______, Executive Director.  I look forward to working with you.
Sincerely,
John Q. Public

John Q. Public
President/Director/…
   
Cc: Mr./Ms Local Workforce Board Director
