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Your address
Address

Address 
Telephone:  00000000000
Email: xxxxxxxxxxxxxxxx

Saturday [date- month- year]
Thank you for booking your place at ‘a day together’ seminar for couples. We look forward to welcoming you at the [venue] from [earliest time registrations begin]. Please read this letter which sets out important details for the day. If you have any questions please do not hesitate to contact me.
Directions
[Venue address including postcode]

[Your website details if these have map or directions]
Parking – there are parking spaces [give details]
Public Transport

[Give details of local train, bus and other services] 
Registration and timings
Registration begins at [time], with the first session of the day beginning promptly at [time]. The programme ends at [time].

Refreshments and lunch

These will be provided during the day. Lunch will be [give some details e.g. a cooked meal / packed lunch / bring your own]. If you have any special dietary needs and have not yet advised us of these please e-mail or telephone [contact name].
Dinner in the evening

As part of the day we ask you to book a table at a nice restaurant so that you can round off the day in a special way as a couple and continue discussing what was covered during the day. If going out isn’t possible then maybe have a takeaway or special meal at home, but please keep the evening free as a couple.
We are looking forward to meeting you and are confident that you will have a great time.
If you have any questions please telephone or e-mail [contact name, telephone number and email]
Kind regards,
[Your logo]








