[ AGENCY LETTERHEAD ]


[ Today’s Date ]

Department of Health and Senior Services

Division of Community and Public Health

WIC and Nutrition Services

930 Wildwood Dr.

Jefferson City, MO  65109

Dear Susan White:

On [Dates of Training] members from our agency [Agency Name] attended the required [Name of Training Class] held in Jefferson City.  

The WIC Program will provide one-time only reimbursement for the overnight lodging.  This reimbursement will be made payable to the local WIC provider agency.  We understand that these services are not covered under the WIC Services Contract.  We have attached a copy of the hotel invoice.
Cost of Hotel:  
[$xxx.xx] 
Dates of Hotel Stay:
[mm/dd/yy to mm/dd/yy]
Name of each Attendee:
[Names]
This letter serves as an invoice billed to:  
Department of Health and Senior Services Division of Community and Public Health WIC and Nutrition Services 


930 Wildwood Dr.


Jefferson City, MO  65109

Sincerely,

[Name of WIC Administrator]

[ Agency Name ]

