[Your Name]

[Your Title]

[Your Address

City, State  Zip Code]
Permanent Mission of [Country] to the UN
[Mission Address

City, State  Zip Code]
[Date]
Dear ___,

I am writing to you to confirm that a representative of [Country] will be available to provide a briefing for our group of [number of students] university students from [your School name]. Our students are representing delegates of your country at the annual National Model United Nations (NMUN) conference in New York. We look forward to the meeting at [location] on [date] at [time].
If you have any questions, please contact me at [your cell phone number], [your email], or the address above. We will leave for New York on [date]. To reach me after that date, please call my cell phone.  

Our students find the country briefing one of the highlights of their participation in the NMUN conference. Thank you so much for agreeing to meet with us.
Best Regards,

[your Name, your School]
