Sender’s Name

Street Address

Apartment Number

City, State Postal Code

Phone (000) 555-1234

Fax (000) 555-6789

someone@microsoft.com

Date
Recipient Address

Dear Ms. Mr. Mrs. ____:
SUBJECT:  Otsego County May 2007 Library Lecture Series

Thank you for volunteering to be a speaker at the Otsego County May YEAR Library Lecture Series.  This letter serves to confirm the following:

Date of your presentation:

Presentation topic:  

Time: 
Location: Otsego County Library 700 S. Otsego Ave. Gaylord, MI  49735 

989-732-5841 Phone 989-732-9401 Fax

Please contact me by phone, fax, email, or letter with the following information: 
1. a short biography (3-5-facts about you & your topic) which we’ll use to introduce you at the presentation;

2. a list of any Audio Visual equipment that you shall need for the presentation,
3. any handouts you wish us copy and have available at the presentation. 

We leave it up to your expertise to outline the presentation.  However if you are looking for outline suggestions the presentation may include such things as _________________.
The library is available to us from 6:00 pm. to 8:00 p.m.  At the end of your presentation light refreshments will be served.  We must be cleaned up and out of the library by  TIME.  To fit everything in, it is suggested your presentation last no longer 1 hour.    
 Feel free to contact me if you have any questions about this letter or any aspect of the lecture series. Thank-you for your time.  
Cordially,

Signature
