Reminder for Function

«Org_Name»
«Org_Address»
«Org_City», «Org_State»  «Org_PostalCode»


«Today»
«Contact_FullName»
«Contact_Title»
«Account_Name»
«Contact_MailingAddress»
«Contact_MailingCity», «Contact_MailingState»  «Contact_MailingPostalCode»
Dear «Contact_FirstName»,

Recognizing your very busy schedule, I’m sending you this note as a reminder you were going to select a list of the sales executives who will participate in our upcoming sale force automation seminar on (Insert Date). Enclosed is another attendance form for your convenience in checking off the names.

«Contact_FirstName», if it’s possible for this list to get to us prior to (Insert Date), we could distribute the pre-reading assignments in plenty of time for those traveling managers to complete the work without undue hardship.

I’m sincerely looking forward to working with you on this exciting opportunity.

Regards,

«User_FullName»
«User_Title»
«User_Company»
Direct Line:   «User_Phone»
Fax Number:  «User_Fax»
Email:  «User_Email»
