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Dear MACROBUTTON  DoFieldClick [Recipient Name]:

Before I turn the project over to our legal department, allow me to confirm the major details of the controlled substance abuse program that we hope to administer for you:

1. Contoso, Ltd. will evaluate employees who test positive for drugs and/or alcohol. Those employees who can be helped via counseling will be treated.

2. Contoso, Ltd. will provide support to families of employees who are undergoing counseling.

3. Contoso, Ltd. will establish a 24-hour hotline to answer any abuse or usage questions that your covered employees or their families may have.

Your work force is your most valuable asset, and we’ll make yours better by helping you combat lateness, absenteeism, and accidents due to substance abuse.

You should receive our suggested agreement within 10 days. I’ll call when it’s ready.  Thank you for considering us as your drug program administrator. You’ll be pleased that you turned to a knowledgeable outside source to handle this important program for you.

Sincerely,
 MACROBUTTON  DoFieldClick [Your Name]
MACROBUTTON DoFieldClick [Title]
