Where blue text appears, use appropriate language specific to your committee.
Mr. John Doe
Executive Director

Indiana Fish and Boat Commission

1001 Elmer Street
Johnsonville, Indiana  19976
Dear Mr. Doe:

I am pleased to reappoint/appoint you as a member of the Sport Fishing and Boating Partnership Council representing inland State fish and wildlife resource management agencies.  Your appointment is for a 2-year term, effective the date of this letter.  The Council is actively involved in nationally significant angling, boating, and aquatic resource conservation issues, and will continue this involvement with your assistance.  

The Council will meet at such intervals as necessary to carry out its functions, which are listed in the enclosed charter.  Members serve without compensation, but may be reimbursed for travel and per diem expenses at current Government rates when on Council business.  Mr. Brian Bohnsack, Council Coordinator, will contact you in the near future and provide further information pertaining to the Council.  If you have any questions, please contact Mr. Bohnsack at (703) 358-2435.

I appreciate your willingness to commit your valuable time and talents to this group to ensure that we have broad-based input as we address recreational angling, boating, and aquatic resource conservation issues. 

Sincerely,

Sally Jewell

Enclosure

Sample first paragraph language for alternates:

I am pleased to appoint you as an alternate member of the Sport Fishing and Boating Partnership Council for a 2-year term effective the date of this letter.  You will represent local landowners in the absence of the primary member, Mr. Jack Frost.

