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[insert date]

[speaker name and address]

Dear [insert name]:
On behalf of the Washington State Association of Student Employment Administrators I would like to thank you for agreeing to present at our WSASEA Spring Conference on [insert date] and confirm that you still intend to give your presentation at [insert time slot] at the beautiful Rainbow Lodge in North Bend, WA.  

The address of the lodge is:  Rainbow Lodge Retreat Center, 46820 SE Mount Si Rd., North Bend,  WA 98045, and the phone number of the lodge is (425) 888-4181.  My cell phone number is [insert cell number] in case you need me.  

Driving directions to the lodge:  Take 1-90 to exit #32 (436th St.), Turn North on 436th and follow it until it T’s at SE North Bend Way.  Turn left on SE North Bend Way and take the first right onto SE Mt. Si Rd. and stay on it for about 3 miles.  Look for the very small Rainbow Lodge sign on your left just after you pass 468th St..  Turn left into the lodge driveway. 

Please don’t hesitate to let me know if you need equipment or other items to make your presentation a success.  Our members are looking forward to meeting you and learning more about your topic!  

Sincerely,
Vice-President

Washington State Association of

Student Employment Administrators
