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[Date]

[Title] [First Name] [Last Name]

[Job Title]

[Company]

[Address1]

[Address2]

[City],  [State]   [Postal Code]

It's That Time Again to Update Your Policies and Procedures!

Dear [First Name],

I am writing to let you know that in light of the legislation and court cases handed down over the last year, it is time to update your personnel policies and procedures.  You can do this two ways.  The first way is by attending our Annual Update Program that will take place on [date] at [time] at [place].  The second way is by ordering the update program, which comes on CD-ROM with a workbook.  Either way you get online access to policies and procedures.  If you would like to see the program live it will take place on 


 at 


.  The cost is only 

.  [If you would like the recorded version it will cost you     [     ] for the audiocassette tapes, online access and workbook.]  You can register for either version by e-mailing us at 



, or by calling us at (xxx) xxx-xxxx.

May you have great success in the New Year!

All the best,

[Signature]

[Name], [Title].

XXX/xxx

P.S.
As with all of our seminars and products, the Annual Update Program, whether seen live or listened to on tape, comes with our complete no-nonsense money back guarantee.  Very simply, if you don’t feel that you got your money’s worth just let us and we’ll refund your tuition immediately.

Telephone: (xxx) xxx-xxxx

Web Site: www.xxxxxx.com

Facsimile:  (xxx) xxx-xxxx

E-Mail: xxxxxx@xxxx.com


