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<insert date>
<insert name>
<insert address>
Dear <insert name>
Thank you for your attendance at the Valuing Volunteers in Sport and Recreation Awards at <insert venue> on <insert day and date>. 
The event was well attended and as guest speaker on the night you played a significant role in the success of the evening.  

Thank you again for your contribution to the function. I look forward to working with you in the future to ensure all Queenslanders and especially members of the <club name> can enjoy a positive sporting experience.
Yours sincerely

<insert name >
<insert title>
