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  Date

[Name]

[Address]

Dear Potential Grads Advisory Committee Member:

I am following up our telephone conversation of [date] to extend an invitation to you to serve as a member of the GRADS (Graduation, Reality, And Dual-Role Skills) Advisory Committee at [school]. To facilitate your understanding of GRADS, a program brochure is enclosed.

advisory Committee members are requested to serve for a two-year or three-year term. Your term would begin autumn [year] and end spring [year]. We hold a minimum of two meetings a year, one in the autumn and one in the spring. Additional meetings will be held if the need arises.

Please respond to this invitation by filling in the bottom of this letter and returning to us at the address indicated. You have received two copies of this letter, one to return to us and. one for your records. If you have any questions, please call me at [phone]. Thank you for your consideration.

Sincerely, 

GRADS Teacher Name

_________________________________________________________________________________________________

I, __________________________________ [Name]

_____accept             _____decline

your invitation to serve on the GRADS Advisory Committee. Please return this letter by [date] to [Teacher name. School, Address.]
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