
YOUR LETTERHEAD STATIONERY


NOTICE OF (TITLE OF) WORKSHOP

Date:
(Date notice is to be mailed, approximately 2 months prior to the workshop)

To:
All California County Assessors

From:
(Your name and title)

Re:
Registration Information for (title of) Workshop to be held (dates) at (location)
The (sponsoring organization or Assessor’s Office), under the auspices of the California Assessors’ Association Education Committee, is hosting a (title of) Workshop at (location) on (day and date) through (day and date).  (Name and title) will conduct the workshop.

(Give a brief description of what the workshop will cover).

The workshop will be held in (give the specific location and address), and will begin at (time, day and date) and conclude at (time, day and date).

State Board of Equalization continuing education credit of (number) hours (has/has not) been approved for this workshop.

Registration fees will be (dollar amount) per person to cover the cost of refreshments and materials (and lunch on date, etc., if appropriate).  Please make checks payable to (name of account) and mail this fee, along with the enclosed registration form -one form per person, please- by (a date two weeks in advance of the workshop) to:

(Office name

Contact name or group

Address)

There is room for only (# of) participants, so please get your registration in early if you would like to attend.  Admission will be determined on a first come – first served basis.

Meals and lodging (will/will not) be the responsibility of the individual attendees.  An area map and the location of nearby hotels and restaurants are provided for your reference.

Please contact (contact person’s name) at (telephone # and/or e-mail address) if you have any questions about the workshop.

We look forward to your attendance!

Enclosures (suggested items):


Registration Form


Transient Occupancy Tax Waiver Form


Agenda


Location Map


Return Envelope

