[image: image1.jpg]



(today’s date)

Mr Grant Scully

Swaggies (Byron Bay) Pty Ltd

23 Main Street

BYRON BAY NSW 2481

Dear Grant

“Focus on Service” Seminar Confirmation

The seminar for franchisees, titled “ Focus on Service “ will be held in the Conference Room at Swaggies Head Office on (day) the 20 (month), (year).

The Conference will begin at 10.00 am and conclude at 4.00 pm.  Light refreshments will be served.

If you need any further information about the seminar please contact me at Head Office. My extension number is 566.

Yours sincerely

Janet Parker

Administration Manager
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