SAMPLE HEALTH DEPARTMENT LETTER
Name and address of Agency
Date

Name of County Health Department

Address
City, State, Zip Code
Dear:
We plan to sponsor a food service program this summer under the West Virginia Department of Education, USDA Summer Food Service Program for Children.  We plan to operate this program at the following location(s).
(List names of sites, meal types and times of meals as well as dates of operation.  Include also the days of the week the sites will operate.)
In accordance with USDA regulations, we are asking that you inspect these sites to ensure they meet local health department standards.

(If the site/s does not have a current Health Department Food Service Permit and inspection, ask that an inspection be conducted).
If there are questions, please contact my office at 123-456-7890.

Sincerely,
Name and Title

A good Health Department Letter should describe the following for each site:





The name and address of the site


The type of meal service


The time of meal service


The dates of operation 


The contact person and phone number








