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< date >

< name >

< IBM Business Partner>

< street >

< city >, < state >

< postal code  >

< country >

Dear < addressee >:
Thank you for reserving a place at < event name >. We're sure you'll count the program we have lined up as one of the best investments of your time you could make.


Please note that out of respect for everyone's busy schedules, we will begin promptly at < time & date >. If you can spare the time afterwards, you are cordially invited to remain when the program ends for informal networking and refreshments.

<  incentives > 

(e.g., "Continental breakfast or lunch will be served before/after…") 

I look forward to the pleasure of greeting you personally at < venue >, 

< address > on < date >.

Sincerely,

< organization>
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<event name/motivating theme>
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