Mr J Sample

1 Sample Street

Sample town

Sampleville

Sample









[DATE 2005]

Dear John



Reminder: [Business name Seminar, date]
[We’re/I’m] just following up on the invite to our [pre-Christmas / New Year Seminar], as [we/I] haven’t managed to find out if you are available yet.  If you are free on [day, 00 Month] we’d love to have you come along.  

The event should be particularly worthwhile as we are concentrating on “Reducing Risk with Capital Protected Investments” and our Guest Speakers are Liontamer Protected Investments; recently voted number 3 in ‘The Microsoft Search for New Zealand’s Most Exciting Companies’.  Liontamer currently have two excellent funds open, (for a limited period) and they are keen to help investors learn more about capital protection in general.

You are most welcome to have friends or family attend the Seminar with you.  As a reminder, full details are below.  We look forward to hearing from you.

Kind regards 

Adviser name

ADVISER TITLE OR BUSINESS NAME







You are personally invited to attend:





Our [Pre-Christmas/New Year] Seminar


[00 Month 2005]





“Reducing Risk with Capital Protected Investments”





Hosted by [business name]





Time: [0.00pm to 0.00pm]     Location: [The Board Room or xyz Hotel]


		                                  [Name of road and city]





RSVP: 	Phone [name on 00-000-000] Fax [00-000-000]  


Email [name@businessname.co.nz]











