SAMPLE BRIEFING REQUEST 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 request that a representative of <<Country>> hold a briefing for a small group of approximately <<Number>> 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 simulating the role of a diplomat from your country at the National Model United Nations (NMUN) conference. The briefings are extremely important to the successful simulation of our conference. 

For many years, the diplomatic community of has provided the National Model United Nations and its participants with country briefings, which are about an hour in duration.  If you are unable to accommodate a group at your CHOOSE ONE: mission in New York /embassy in Washington, space may be available in the hotel conference rooms.  Please let us know at [email address] and we will contact the conference organizers. 
As diplomats from << Country>> you are able to provide an amazing contribution to the learning process of our conference. Over the course of the academic year, our students have researched the history, culture and policies of your country. The briefing will result in students’ better understanding of the policies and tenor of your country’s work at the United Nations. 

I sincerely look forward to hearing from you regarding the briefing.

You are more than welcome to leave me a telephone message at [phone number] or e-mail me at [email]. Please let me know as soon as possible if there is a representative of <<Country>> that may speak to the students. 

Thank you in advance for your time and consideration.

Best Regards,

[Name, School]
