November 15, 2015

[bookmark: _GoBack]Name
Address
City, State Zip

Dear Name:

As the Region __ Workforce Council prepares for the upcoming fiscal year, vetting our membership roster is one order of business that is conducted annually. Vetting the membership roster ensures that member information is up-to-date and members are fulfilling the attendance requirements established in the Regional Workforce Councils Operating Guidelines.   

Business and industry participation is crucial to addressing the growing skills gap impacting the region, and your involvement is important to the economic well being in your region.  However, members who do not attend, either in person or by proxy a minimum of one quarterly meeting per year are subject to removal, following reasonable notice. 

Upon review of meeting minutes over the last year, attendance records indicate that you and/or your proxy have not been present. Per the guidelines requirements, your membership status will be changed from voting to non-voting member status. Your contact information will remain in the Region ___ distribution list unless you notify us otherwise. We encourage you to begin attending the Region ___ Workforce Council meetings again - in person or by telephone.  The next meeting is on (date/time). 

If you have any questions, please feel free to contact me at (256) xxx-xxxx.  As always, we welcome your suggestions on how this council can best support the workforce efforts in the region. 

Sincerely, 



John Doe
Region ___ Workforce Council 
Chairman


cc:	Region ___ Workforce Council Executive Committee 
	Alabama Department of Commerce, Regional Workforce Councils Division
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