Date

Name

Company

Address

City, State  Zip

RE:
Compressed Air Challenge©

Fundamentals of Compressed Air Systems

Dear Mr. Name:

We are pleased to confirm your registration for the Fundamentals of Compressed Air System training.  We received your payment for $***** and you are now registered to attend the Fundamentals training on _________.  

The training session will take place from 8:00 am to 5:00 pm at the ______(hotel).  Registration and continental breakfast will be from 7:00 am to 8:00 am in the meeting room, and a buffet lunch will be served from 12:00 pm to 12:45 pm.  Please check the hotel reader board for meeting room location.  If you need to make reservations for overnight accommodations, please contact the hotel directly at ________________.

If this confirmation is incorrect in any way, please notify _____(host name) at ______(host’s number) as soon as possible.  Should you need to cancel your reservation, please do so at least one week before the training date to be eligible for a refund.  Send a written cancellation notice to _____(host’s attention) by fax, email, or mail to _____(Host’s name, company, address, phone number, fax number, and email address).

Pre-workshop materials were developed for completion prior to the training in order to personalize and enhance your learning experience.  Be sure to bring your completed pre-workshop materials and a calculator to the training.  Present this confirmation letter at the registration desk to pick up your training materials.

For more information on the Compressed Air Challenge©, visit the web site at www.compressedairchallenge.org.

Sincerely,

Host’s Name

Enclosures:  
Agenda

Pre-Workshop Materials

Compressed Air Challenge(
CoR

