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[LETTERHEAD]

[Date]

[Title] [First Name] [Last Name]

[Job Title]

[Company]

[Address1]

[Address2]

[City],  [State]   [Postal Code]

Dear [Name],

Let me begin by saying it was a pleasure meeting you and doing the presentation.  Thank you for requesting information from my site.  You can obtain 7 free forms, 5 reports and more by going to [insert web site link].  If you requested to receive our monthly e-zine you are on the list.  

If you want to know more about the HR That Works! series of compliance and management tools please go to [insert web site link].   As a workshop participant, you are entitled to purchase the program for only $997 for one year’s access.  That is 2/3rds off the retail price and it is unconditionally guaranteed.

Lastly, if I can ever be of any assistance please don’t hesitate to give a call.

All the very best,

[Signature]

[Name], Esq.

XXX/xxx

Telephone: (xxx) xxx-xxxx

Web Site: www.xxxxxx.com

Facsimile:  (xxx) xxx-xxxx

E-Mail: xxxxxx@xxxx.com


