[LETTERHEAD]

[Date]

[Title] [First Name] [Last Name]

[Job Title]

[Company]

[Address1]

[City], [State]  [Postal Code]

RE: Growing Companies Human Resource Forum

Dear [First Name]:

The purpose of this letter is to follow up on our discussion this past week. The purpose of this program is to provide entrepreneurial/fast growth companies the principles, strategies and tools necessary to properly manage their growing workforce. In order to make this program function properly, a minimum of eight companies will be required to sign up. The proposed program is as follows:

1. Kick off discussion of program with participants on [Date] at [Location]. Introduce program team of [Name, Title, Name, Title, Name, Title, …] Discuss concepts of building powerful employment relationships – i.e. trust, direction, communication, and commitment in workshop format. Introduce program materials and employee handbook pro-forma.
2. Conduct survey of program participants to assess perceived needs and wants, staffing concerns, industry type, employee size, etc.

3. Begin first of ten monthly workshops focusing on specific program areas including establishing human resource goals, hiring, training, managing conflict, performance appraisal and improvement, innovation, leadership, discipline and termination, working with independent contractors and other leased professionals, etc. Company will assign one program participant per session. Each session will be two-hours in length, and run from [7:00 a.m. to 9:00 a.m]. We will get into specific strategies and tools for each area. The end results will be to create within a year’s period of time a complete set of model personnel policies and procedures. Guest speakers will be invited to breakfast workshops on an as needed basis. Program participants will be given a three ring binder to maintain and build over the course of the year.
4. Employee handbook preparation to be assisted by [Name] and [Name] using a standard format.

5. Program participants will receive free “hotline” assistance on a human resource or legal issue. 
6. All participants will receive a year of online access to the HR That Works program including online access to a compliance audit, special reports, personnel policies and procedures and agreements, training materials and much more. 
7. Program participation will be capped at 15 companies to maintain its value.

8. Depending on the success of year one, we can establish this as an on-going “Forum”, etc.

The total cost for the program of $3,000.00 per company; $1,000.00 down and then $200.00 per month for ten months beginning the second month. 
This sounds like a fun and exciting project. I look forward to making it happen. Please let me know your thoughts.

All the best,

[Signature]

[Name]
XXX/xxx

Telephone: (xxx) xxx-xxxx

Web Site: www.xxxxxx.com

Facsimile: (xxx) xxx-xxxx

E-Mail: xxxxxx@xxxx.com


