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  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 pleased to accept your invitation to visit [COUNTRY NAME].  I have chosen the date of [VISIT START DATE] for the visit.  Please notify me if this date is not acceptable.  Enclosure (1) provides a list of U.S. attendees.  

You outlined a proposed agenda with topics for discussion.  I agree with the agenda and discussion topics.  I will assume that site visits will be scheduled and arranged by you based on the final agenda.  I will be responsible for arranging travel and lodging for all U.S. visitors.

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) List of U.S. Attendees

                             Sincerely,







[SIGNED NAME]
Copy to:

ODC (COUNTRY)

