[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

Do you feel like you're just not quite there yet towards becoming bankable in the job market, like there's still a lot more that you need to learn to get that edge over the others? Sign up for Eve Sandler's Job Skills Development and Enhancement Course and get essential and most practical tips, lessons, and advice that could bring you further ahead in the world of the employed. From this seminar, you will gain an in depth learning on the following: *Communication *Customer Service *Time Management *Work Culture and Ethics *Presentation Skills *Emotional Intelligence. 
We are proud to claim that 98% of those who enrolled in Eve Sandler courses and seminars got a better chance of being employed and advancing in their careers. 
For questions or reservations, call me at 4444444. Classes start on June 1, 2011.

[bookmark: _GoBack]
Sincerely, 

[Senders Name]
[Senders Title] -Optional-
