June 9, 2011

Governor, Rick Snyder, Chairperson

State Administrative Board

State of Michigan

P.O. Box 30013

Lansing, Michigan 48909

Dear Governor Snyder:

The Department of ________________________ is requesting a special meeting of the (name of the Committee OR State Administrative Board) on (Day of the week), (Date), 2011 to approve _____________. Approval of ______________ can’t wait until the next ad board because ______________________. The funding for this item has been appropriated.
Please call ______ at 517-___________ if you have any questions.

Please advise the Secretary of the State Administrative Board as to whether scheduling this special meeting is possible, or not. Thank you for your consideration.

Sincerely,

______________________, Director

Department of ______________________

(This letter must be signed by department director or their delegate, if director is unavailable.)

