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CONFIRMATION LETTER (ADULT)
Date

Contact Name

Agency Name

Agency Address

City, NY Zip

Dear Mr. /Ms. Contact Name:

This is to confirm the nutrition education workshops for your programs’ participants held at Agency. The workshops will begin on Start Date and will end on End Date.   As stated previously, the groups should consist of 10 to 15 adults, and no more than 20 individuals. The group will be held from start time to end time.   Your Community Educator will be Mr. / Ms. Community Educator.  Please make sure a copy of this confirmation is given to the contact person from your facility that will facilitate the group(s). 
If your agency is responsible for purchasing the items used in the food preparation, the Community Educator will provide a list of these items at least one (1) week before they are needed.  However, if your agency is not able to provide the necessary food items, the Community Educator will purchase the ingredients. Our expectation is that an agency staff member (family worker, social worker, teacher, volunteer, etc.) be actively involved in the workshop.  We need assistance with attendance, group management and data collection.

If there are any questions about the arrangements, please contact us by phone immediately.  If the arrangements are satisfactory, please sign a copy of this letter where indicated below, and return in-hand to Mr./ Ms. Community Educator or fax / mail us a copy right away.

Thank you for your cooperation in this matter.

Sincerely yours,

Natasha Ashley
Program Coordinator
The above-mentioned arrangements are satisfactory to me.   ________________________________________________







      Agency Contact Person (Print Name)
Comments: 

                   Agency Contact Person (Signature)



    


Date
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