[Customer Name] 						[Date]�[Customer Title]�[Customer Address] �[City], [State] [Zip]








Dear [Customer Name],








I would like to formally thank you for taking the time to meet with me last [Insert Day]. I am confident you will agree that we had a very productive first meeting.





During our discussion, we spoke about [Company Name’s] entertainment requirements and concerns. We also spoke about my ability to provide customized entertainment solutions to address all of your needs. The following points summarize our discussion:





[INSERT POINT #1]


[INSERT POINT #2]


[INSERT POINT #3]





Over the next few days, I will draft a formal proposal which will address the above requirements. When the proposal is ready for your review, I will call you to establish a time for a formal presentation. In the mean time, should you have any other questions, please feel free to call me at [Phone]. Thank you again for your time and consideration.








Sincerely,











[Your Name]
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