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Request to be Reinstated to Your Former Position

Write a formal letter to Executive Director Mary L. Bradley explaining your request to be
reinstated to the eligible list for your former position; include the name of the position
in your letter. Your dated letter must include your name, address, phone number and
email address. Your letter must be signed.

It can be mailed to the address above or emailed to CS@clevelandohio.gov.

Once your formal letter (see image has been received, Executive Director Bradley will
make an initial determination regarding your eligibility to be reinstated; including your
appearance before the Commission at a future Commission Meeting.

The process can take thirty (30) to
ninety (90) days. Our Office SAMPLE FORMAL LETTER LAYOUT
communicates primarily via email.
Your patience is appreciated.

Today's Date

Dear Executive Director Bradley,

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce magna ante,
congue eu cursus a, sodales ut elit. Nulla sollicitudin sagittis ante vel facilisis. Proin
porttitor facilisis suscipit. Aliguam luctus, velit ac vehicula placerat, elit lorem
malesuada nisl, quis varius dolor dui non arcu. Vestibulum ut finibus sapien. Duis
egestas vitae ordi id vehicula. Donec vitae malesuada odio, pretium viverra lectus.
Vivamus eu fermentum nisi. Aenean velit lectus, scelerisque nec eleifend vitae,
viverra nec orci. Morbi aliquet dolor a malesuada cursus. Maecenas luctus nunc
libero, nec scelerisque est varius quis. Mullam nunc neque, dignissim vel lacinia at,
tristique sit amet mauris. Nam pretium iaculis turpis. Integer dapibus nibh metus,
nec faucibus ante posuere at.

Proin porta orci vel neque faucibus dignissim. Sed eget metus tellus. Proin
luctus metus orci, vitae tempor ligula egestas eu. Pellentesque mollis leo vel
tristigue varius. Suspendisse volutpat placerat nunc. Class aptent taciti sociosqu
ad litora torquent per conubia nostra, per inceptos himenaeos. Curabitur in ante
at arcu bibendum egestas. Vestibulum consequat ante eget dui posuere lobortis.
Maecenas lacinia pharetra erat quis ultricies. Fusce elementum finibus ligula.
Fusce maximus libero eget gravida tincidunt. Aliguam condimentum placerat
lacus, sit amet blandit eros tempor quis.

Sincerely,

/@?&m, ~

Y6ur Name

Your Address

City, State Zip Code
Your Phone Number
Your Email Address
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