(Advocates Letterhead)
(Today’s Date)
(Organization’s contact)
(Organization’s name and address)
Dear (organization contact):

Thank you for inviting (Advocate’s name), Licensed Advocate of Protected Tomorrows®, to present the special needs planning educational seminar, “Bringing You Protected Tomorrows: Your Journey Through an Eight-step Special Needs Planning Program” for 
(organization’s name)
 on 
(day, date and time of presentation)
.  It is our pleasure to provide resources and education to families of individuals with disabilities or the elderly.

In order to ensure a successful seminar, we like to confirm all of the details in advance.  We are enclosing our Agreement for the seminar. Please sign and return it to the address listed below as soon as possible. You may fax the signed agreement to 
(Advocate’s fax #)
. After we have received the signed agreement, we will send you the materials to be distributed at the seminar via e-mail.

Again, we appreciate the opportunity to share our expertise.  Please do not hesitate to contact us if you have any additional questions and/or comments.

Regards,

(Advocate’s Name/Company Name)
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