FIRST NAME LAST NAME

9407 ANY STREET

HENRICO, VA 23238

(804) 000-000 (Home)

(804) 000-000 (Cell)

Firstname.Lastname@gmail.com
July 6, 2010
Mr. Virgil R. Hazelett
Henrico County Manager
County of Henrico
4301 East Parham Road
Henrico VA 23228
(804) 501-4206 (Voice)

(804) 501-4162 (Fax)

manager@co.henrico.va.us
Re:
Employment Transition Center at Innsbrook, Budget Cuts
Dear Mr. Hazelett:


As a longtime resident of _________ and a successful user the Employment Transition Center at Innsbrook, I was surprised when I learned that the budget was going to be cut for this beneficial, invaluable, and supportive institution!

In order to put a face on these budget cuts, I am writing this letter to explain how the Employment Transition Center at Innsbrook helped me succeed in my quest for employment.  Through their help, I am proud to say that I am now working at _________ as a __________.

After many years of employment, I was laid off from _____________ on ________ and shortly discovered the Employment Transition Center at Innsbrook.  Since that time, I was advised by their Career Counselors, took courses on Cover Letters, Résumé Writing, Researching the Internet, and more!

In addition, in Network Meetings sponsored by the Employment Transition Center at Innsbrook I experienced a sharing of ideas from my fellow Job Seekers that could only take place at this Center.  The unlimited use of the Center’s computers, plus the helpful and informative staff and volunteers, made each day a learning experience and lead to my success in finding employment.

Based on my experience and those of my Fellow Job Seekers, I know that no other institution can match the services provided by the Employment Transition Center at Innsbrook and I am hoping that you will continue to keep it open and not reduce their budget.  Thank you for your cooperation.

Sincerely,
First Name Last Name

First Name Last Name






