Dear Staff:

As you know, court users may ask questions that you are not sure how to answer or ask you to assist them in ways you are not certain are allowed. 

On _______________________(Date) we will be conducting a session called What Can I Do to Help You? – How to distinguish legal information from legal advice to better serve the public.

The session will be conducted in the ______________(Place) at ______________(Time.)

Please plan to attend the session. I’m sure you will learn information that will make your interactions with court users easier and more efficient.

Sincerely, 

__________________________

S:\WP\hrpool\PDEA 2\PDEA\WhatCanI DoHelpYouORTIZ\7.27Training MaterialsWhatCanIDoHelpYou\SampleEmail.doc

