




October 15, 2013



ADDRESS BLOCK

GREETING LINE

[bookmark: _GoBack]Your tour team members at Universal Corporate Events will be pleased to work with you in securing your airline tickets, hotel reservations, and side tour arrangements. Please plan to attend a meeting in your Lakeside conference room next Tuesday at 4 pm, where we will provide you with the information you need to prepare for your exciting trip to Turkey.

Sincerely, 



Liz Harrington
Project Manager

