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Sample Letter: 
Notification letter to CHP of a driver behind in hours. 
Place your own letter head above and your own footer below.  
Do not start makeup training until you get notification from the officer to 
begin training – our officer will fax us a letter so we can begin ASAP.  

 
September 15, 2008 
 
Officer Steve Johnson 
CHP School Pupil Safety Officer 
6100 Labath Ave. 
Rohnert Park, CA 94928 
 
Re:  Susan Bluebird 
 
Dear Officer Johnson, 
 
This letter serves as notification of Mrs. Bluebird’s (Drivers License # A1234567) 
failure to complete all of the required in-service hours during her third training 
period “09/10/2007” to “09/09/2008”.  
 
Mrs. Bluebird is currently behind a total of 4.75 hours for her third training 
period.  
 
Please feel free to contact me at (707) 206-9988 ext. 12 if you have any questions 
or need additional information.  Thank you for your cooperation. 
 
Respectfully submitted, 
 

 
Debbie Strain 
Driver Instructor 
 
Cc: Training Files  


