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Ref/wf

Date

firstname surname
job title
firm’s name
address
postcode

Dear Mr/Ms surname

On behalf of PACE I would like to personally thank you for choosing us for the (intervention name) and to welcome you as a valued client. 

Your PACE team for the programme comprises:
· (Your name) who will be managing and running the programme
· (Wendy Fountain/Jill Hearn) who will be providing administrative support 
· Linda Smith, who will be co-ordinating the financial elements of the programme such as invoicing

I am available to help with any concerns or queries you have about the programme and its implementation over the forthcoming months.  You can contact me on (mobile) or send me an email: (email address).

Once again thank you for choosing PACE, we are looking forward to working with you and your colleagues.

Yours sincerely
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