Library Associate Continuing Education Verification Letter Sample
{Library system letterhead}
{Date}

{Name and address of library associate}

Dear {Name of library associate}

Congratulations, you have completed the required 90 clock/contact hours of training and education as outlined in the Library Associate Education and Training Requirements Guide (revised August 2008)    This letter is to verify dates of completion, contact hours acquired, and the next five-year period for acquiring contact hours as indicated below:
The five-year period covered by this letter:

	Beginning date:
	
	Ending date:
	


Number of clock/contact hours acquired during this five-year period:

Dates of the next five-year period:

	Beginning date:
	
	Ending date:
	


All public library associates must continue to meet training and education requirements upon the completion of the Library Associate Training Institute and every five years thereafter (Code of Maryland Regulations 13A.05.04.03).  Keep this letter in your own personnel file as well as the original of your LATI certificate and subsequent verification letters for future reference.

If you have any questions or concerns regarding the above referenced information, please contact me at {phone number and e-mail of person signing letter}

Sincerely,

{Name of Staff Development Coordinator/HR representative}

{Title}
