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DATE
Welcome to Our Officials,

The HOST REGION/CLUB welcomes you to the COMPETITION TITLE in LOCATION on DATE, hosted by HOST CLUB.  Thank you for volunteering your time to this event.  Please find enclosed a competition schedule, judging schedule and a map of the area.
Accommodations for officials will be at the HOTEL NAME located at HOTEL ADDRESS.  Their phone number is HOTEL PHONE NUMBER.  Please review the accommodations document and advise Shauna at the Section Office at skate.exec@sportmanitoba.ca .
The Technical Representative for this event is TECHNICAL REPRESENTATIVE OR CHIEF REFEREE NAME.  Her/his phone number is PHONE NUMBER and email EMAIL ADDRESS.
Meals and snacks will be provided at the FOOD LOCATION.  If you require special meal arrangements due to food allergy, please contact COMPETITION CHAIR at PHONE NUMBER or by email at EMAIL ADDRESS.
Expense forms will be available in the Official’s room. Please complete the expense forms and leave them in the Hospitality room (ensure that you put down your complete name and mailing address).  All expense cheques will be mailed out within the week following the competition. 
HOST CLUB and the HOST REGION wish you all a very enjoyable stay during this very exciting skating event.

See you in LOCATION!

Sincerely,

The OFFICIAL COMPETITION NAME Host Committee
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Mailing address:  HOST CLUB MAILING ADDRESS
INSERT COMPETITION SCHEDULE
INSERT OFFICIALS’ ASSIGNMENT SCHEDULE
INSERT GOOGLE MAP OF OFFICIALS HOTEL TO ARENA
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