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EDUCATION CABINET


DEPARTMENT FOR WORKFORCE INVESTMENT
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May 19, 2005
«employer_contacts_first_name» «employer_contacts_last_name»
«employer_contacts_title»
«employer_contacts_addr_1»
«employer_contacts_addr_2»
«employer_contacts_city», «employer_contacts_state» «employer_contacts_zip»
Dear «employer_contacts_first_name»:

The «office_name» Office of Employment and Training is sponsoring a seminar entitled <insert seminar title> and given by <insert seminar presenter>.  The date is <insert seminar date>, and will be at <insert seminar location>.  We would like to invite you and your Company Representatives to attend.

Our seminars have been well received in the past and we are sure you will find this one most beneficial.  The cost is <insert seminar cost> per person to cover the expenses.

Please E-mail, fax, or call to confirm the names of Company Representatives who will be attending the seminar.  Please feel free to contact us about any other Employment or Reemployment Insurance questions you may have.

Sincerely,

«administrators_first_name» «administrators_mi» «administrators_last_name»
«office_addr_1»
«office_addr_2»
«office_addr_3»
«office_city», «office_state» «office_zip»
Telephone: «office_phone_pri»
Fax Number: «office_fax_pri»
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