SAMPLE BRIEFING CONFIRMATION TEMPLATE

INFORMATION IN YELLOW HIGHLIGHTS NEEDS TO BE CHANGED BEFORE SENDING THE LETTER; BLUE HIGHLIGHTS REQUIRE A CHOICE
[Name]

[Title]

[Address 1]

[Address 2]
CHOOSE ONE:<<Permanent Mission of Country to the United Nations / Embassy of Country>>

<<Address_1>>

<<Address_2>>

<<City, State, Zip>>
[Date]
Dear ___,

I am writing to you to confirm that a representative of <<Country>> will be available to provide a briefing for a small group of college students from <<School>> on: 
CHOOSE ONE:

   Monday, <<insert date of Day 2 (Tuesday) of Sheraton>> during the National Model UN in New York (Sheraton Venue)

   Wednesday, <<insert date of Day 2 (Wednesday) of Marriott>> during the National Model UN in New York (Marriott Venue)

   Friday, <<insert date of Day 1 (Friday) of Conference>> during the National Model UN in Washington, DC
These students are representing delegates of your country at the National Model United Nations (NMUN) conference. The country briefings are extremely important to the successful simulation of our conference. 
If there are any questions, please leave me a telephone message [phone number], you may mail me a response at the address above, email me at [email], or fax me at [fax].  We will leave for CHOOSE ONE: New York/ Washington, DC on <<date>>.  To reach me after that date, call the CHOOSE ONE: Sheraton New York (212-581-1000)/ Marriott Marquis New York (212-704-8930)/ Washington Homewood Suites (202-265-8000) or my cellular phone [phone number].  
If adequate space for the group is a concern, please let us know at [email address] and we will contact the conference organizers. 
Thank you in advance for your time and consideration.  The students annually find the country briefing one of the highlights of their participation in the Model United Nations conference.
Best Regards,

[Name, School]
