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Today’s Date








«AddressBlock»

Dear «GreetingLine»:

You are invited to Universal Corporate Events’ seminar on visa requirements for United States citizens. Visa requirements vary significantly by country, and understanding requirements before making travel arrangements reduces confusion as plans progress.

As the in-house travel manager for «Company_Name», we hope you will attend our seminar on Tuesday, September 3rd at 3:30 pm in the Mountain View conference room at the Acqua Hotel. 

Please contact me at 415-555-2586 to confirm your reservation. 

Best regards,



Diane Ellis
Travel Agent
