SAMPLE

LETTER OF INVITATION TO CURRENT ADVISORY COMMITTEE MEMBERS

OR PROSPECTIVE MEMBERS

Date _____________________________

Name of Worksite 
____________________________

Address of Worksite
____________________________




____________________________

Dear ________________________________________

The East San Gabriel Valley Regional Occupational Program and Technical Center extends an invitation to you or your representative to participate as a member of the 

_____________________________________________________________________

Advisory Committee.

The main function of the Advisory Committee is to make recommendations for the improvement of the program offered by ROC/P.  Because of your experience, we know will make a valuable contribution, and we encourage you to accept this invitation and help us assure the continued success of our program.

Our meeting will be held ____________________________________________________






(day)



(date)


(time)

at _______________________________________________.



(location)

I hope you will join us.  Our meetings begin on time and we complete our business in the shortest time possible.  Please call as soon as possible with your reply and I will be contacting you.

If you have any questions, please call me at _____________________________________






(phone number)

Sincerely,

____________________________________

Instructor

cc: ROP/C Staff Supervisors
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