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DATE
Name

School

Address

Address

Attention:
Programs for Paralegals, Legal Assistants, Legal Secretaries, and Legal Administrative Assistants
Dear _____________:

Re:
Chapter ( Event ( Location ( Dates 
Our association has been an integral part of the (City)’s legal community for over (#) years, working hard to improve the quality and effectiveness of the services provided by legal support staff.
(Chapter) is a proud sponsor of the (Event) being held in (City), on (Date).  This educational conference is geared toward specific practice areas for our profession and offers a total of (#) hours of continuing legal education credits, including (#) hour of ethics.  The most practical, current, and valuable information is offered, and the speakers are experienced, top-notch lawyers and others in the legal profession.

I am enclosing a registration form for your convenience, but invite you to visit our Web site at (address) for additional information on this conference (or you could include a contact name and contact number).  We believe the registration fee to be affordable should you wish to attend, and the student registration fee was designed to be affordable for a student’s budget, while offering quality legal education.  The conference will also offer opportunities to network with experienced legal professionals, including the speakers and the legal secretaries, legal assistants, paralegals, and courthouse personnel attending the conference.

This conference is an excellent opportunity for your students to meet with legal professionals from all over (City), whether they are looking for relevant continuing legal education or a rich networking opportunity.  Don’t take our word for it—come see for yourself.

Respectfully,

Name
Position 
Enclosure

c:
Chapter President


Chapter Parliamentarian 

