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Date

Client Name

Company Name

Address

City, State, Zip

Dear [First Name],

It is with pleasure that I enclose a program agreement confirming the appearance

of Jim White PhD on [Day, Date]. Please sign and return the original copy of the

agreement along with the required deposit. I have enclosed a copy for your records.

I am enclosing Jim White‘s biographical information, an introduction, a

release if you choose -to audio or video his presentation, the room set up and audio

visual requirements. High- resolution photos for your use in advertising the event are

available on our website ___________.  Please provide us with a brochure, magazine or similar background information to further acquaint us with your organization and this event. We have enclosed a preprogram questionnaire for you to fill out which will give Jim detailed information about the attendees and the overall purpose of your meeting. This questionnaire does not need to be returned until 30 days prior to your meeting. Please skip any questions that do not apply to your specific event or your specific objectives for Jim ‘s presentation.

If you have any questions regarding these and other details, please let us know.

Once you have returned the agreement along with the required deposit, I will be

confirming all the details for the program and Jim’s travel. I will also

schedule a conversation between you and Jim approximately 2-3 weeks

before the engagement. We must have the pre-program questionnaire for

Jim to review before the pre-conference call.

It has been a pleasure working with you on this engagement, and we look forward to our continued association in the months ahead.

Affirming your success!
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