Mr J Sample

1 Sample Street

Sample town

Sampleville

Sample









[DATE 2005]

Dear John



Reminder: [Business name Seminar, date]
Our [pre-Christmas/ New Year Seminar] is now only a few days away and we’re looking forward to seeing you on the night.  With this in mind, we thought it would be helpful to drop you note and remind you of the key details.

In addition, if you have any family or friends who decide to attend the Seminar at the last minute please feel free to bring them along.  If it’s possible, give us a call to let us know the increase in numbers [phone name on 00-000-000 or mobile 00-000-000].

The event should be particularly worthwhile given we are concentrating on “Reducing Risk with Capital Protected Investments”.  This is an ideal opportunity to come and learn more about sharemarket investments which protect your savings from losses.  Our guest speakers are Liontamer Protected Investments.  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.

Key details:
Date:

Day of week, date
Time:

Drinks served from 0.00pm, all seated at 0.00pm
Location:
Address

Room:

Name of room, directions from reception etc.

Parking:
Any helpful details
[I/we] look forward to seeing you on [day of the week]. 

Kind regards 

Adviser name

ADVISER TITLE OR BUSINESS NAME












