[Current Date]



Mr. Doug Hoover
Chamber of Commerce
55 Broad Street
Grove City, PA 11627

Dear Doug:

Thank you for your invitation to speak at the next meeting of the Chamber of Commerce. I have prepared a PowerPoint presentation and will need a laptop and projector. Let me know if the meeting room is equipped with this equipment or if I need to bring the equipment with me.

Enclosed is the outline for my presentation. Let me know if you have suggestions.

Sincerely,



Thomas Campbell
President
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