[LETTERHEAD]
[Date]

[Title] [First Name] [Last Name]

[Job Title]

[Company]

[Address1]

[Address2]

[City], [State]  [Postal Code]

RE: [Subject]

Dear [Name],

Enclosed please find a questionnaire for the upcoming workshop [Building Powerful Workplace Relationships!]. To help customize this workshop, I ask that you have your members take a few minutes to complete the questionnaire and fax or mail it back to my office no later than [Date], so that I can have a few days to review the responses.

Thank you for your assistance. I look forward to seeing you at the [Building Powerful Workplace Relationships!] workshop. Please contact me should you have any questions or suggestions.

Very truly yours,

[Signature]

[Name]

XXX/xxx

encl.

