







     5700PRIVATE 






  Ser [SERIAL NUMBER OF CORRESPONDENCE]

[OFFICIAL PREFIX/NAME OF ADDRESSEE]         

[TITLE OF ADDRESSEE]                        

[DEPARTMENT OF ADDRESSEE]                      

[ADDRESS LINE 1]                            

[ADDRESS LINE 2]

[ADDRESS LINE 3]                              

Dear [RECIPIENT NAME],

This letter is to inform you that I am preparing to visit [COUNTRY NAME].  I have chosen the date of [VISIT START DATE] for the start of the visit.  Please notify me if this date is not acceptable.  Enclosure (1) contains a proposed agenda, and enclosure (2) contains a proposed list of U.S. attendees.  

If you have questions or require assistance, my point of contact is [POC NAME], [POC CODE], [POC PHONE], [POC DSN], [POC EMAIL].  Your assistance in strengthening the overall exchange program is greatly appreciated.

Encl: 
(1) Proposed Visit Agenda


 
(2) Proposed List of U.S. Attendees







Sincerely,








[SIGNED NAME]
Copy to:

ODC (COUNTRY)

