VENDOR LETTER TEMPLATE 1  (If using this template, delete this line, as well as all other highlighted text and blank rows from the final letter. If you have chapter letterhead, please use it.
(Date) 









TAX ID# 95-2706905
Dear Exhibitor,


The (full chapter name) Chapter of the American Association of Critical-Care Nurses invites you to participate in the (event name). The conference will be held on (day, date) at the (facility name and address).
(Enter information about your event, such as:) Each year critical care nurses and leaders attend this conference from Maryland, Virginia, West Virginia and the District of Columbia.  Spotlight on Critical Care highlights education, technology, and professional development related to the care of complex patients in the critical care environment. 
Exhibitions of healthcare products and technology are enthusiastically received at Spotlight. As a conference sponsor, your company will have an opportunity to reach nurses and leaders in various chapters locally and throughout the region.   

Attached to this letter is an exhibitor agreement. Please complete the agreement and return the form with applicable fees no later than (date) to reserve space. 

Please do not hesitate to contact me with any questions or if I can be of assistance to you. We look forward to your participation and thank you for your time and interest in supporting chapter name).
Sincerely,

(name)
(Title) Exhibitor Coordinator

