
E M P L O Y E R  O F  R E C O R D  ·  B A C K  O F F I C E  S E R V I C E S

O P E R A T I O N S  ·  F O R M S

Dear Client's Name: 

It was a pleasure speaking to you and I appreciate the opportunity to share a information about 

the team ABC RECRUITING COMPANY. . 

As discussed, here is information summarizing our conversation concerning fee structures. 

Place your information here 

If you have any additional questions please do not hesitate to call me at ___ - ___ - _____ 

Sincerely 

YOUR SIGNATURE 

******PLEASE NOTE ******   This E-Mail message and any documents accompanying this transmission may contain privileged and/or 
confidential information and is intended solely for the addressee(s) named above.  If you are not the intended addressee/recipient, you are 
hereby notified that any use of, disclosure, copying, distribution, or reliance on the contents of this E-Mail information is strictly prohibited and 

may result in legal action against you.  Please reply to the sender advising of the error in transmission and immediately delete/destroy the 
message and any accompanying documents. Thank you. 


