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	CWEA Local Section

123 Local Section Street

Local Section, CA 99999

555-555-1212


DATE

«First_Name» «Last_Name»
«Company_Name»
«Address1»
«City», «State» «Zip»
Dear «First_Name»:

Thank you for leading a class at the EVENT DATE EVENT TITLE sponsored by the SPONSORING ORGANIZATION. Your Certificate of Completion is enclosed.

Certificates of Completion for the EVENT TITLE can be used to satisfy part of the continuing education requirement for the vocation indicated on the certificate. 2 Contact Hours are awarded for each hour of training/teaching/presenting.

12 Contact Hours are due every two years to renew your TCP certificate. You can earn a maximum of 6 Contact Hours by attending TCP study session in a two-year period. Please save your certificates of completion until your Contact Hours are due (the due date is included on renewal notices) and send copies with your renewal fees when the Contact Hours are due. CWEA cannot accept certificates of completion before your contact hours are due. 

The Continuing education requirement for recertification is designed to make sure your certificate remains valuable to you and to employers. For more information please read the enclosed TCP Info Sheet or visit CWEA’s web site at www.cwea.org/renew. If you have questions about Contact Hours you can email CWEA at tcp@cwea.org.

Sincerely,

CONTACT NAME

CONTACT TITLE

