
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Organization Name]  

[Organization Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for WDAC Letter  

I hope this message finds you well. I am writing to formally request a 

WDAC (Workforce Development Advisory Committee) letter for [specific 

purpose, e.g., employment verification, training program approval].  

The details of my request are as follows:  

- **Name:** [Your Full Name]  

- **Social Security Number (if applicable):** [Your SSN]  

- **Position/Program:** [Your Position/Program]  

- **Dates of Service/Enrollment:** [Duration of Service/Enrollment]  

The WDAC letter is essential for [explain the significance of the letter, 

e.g., job application, further training]. I would appreciate your 

assistance in providing this letter at your earliest convenience.  

If you require any further information or documentation, please do not 

hesitate to contact me. Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name] 


