SAMPLE FACULTY CONFIRMATION LETTER

FACULTY CONFIRMATION MEMO

TO:
Faculty

FROM:
_________, Public Health Nurse Training Specialist 

DATE:
_____________

RE:
Tuberculosis Intensive Course 

Thank you for agreeing to participate in the upcoming Tuberculosis Intensive course to be held <<Date>> in San Francisco.  A copy of the draft agenda, draft objectives and faculty disclosure form are attached.

Your scheduled presentations are as follows:

<<Date>>

8:00 – 8:15
Course overview


9:30 – 10:15
Transmission and pathogenesis


11:30 – 12:30
Treatment


<<Date>>

2:45 – 4:00
Case discussions


<<Date>>

8:00 – 8:15
Review; questions


8:15 – 9:15
Multidrug-resistant tuberculosis


10:45 – 12:00
Case discussions


2:15 – 2:30 
Final question and answer session 

Please note the following materials will be needed from you to help the course run smoothly:

· All materials for your presentation are due in our office no later than <<Due date>>.

Please make any changes on your previous course outlines directly and fax or send by email to ________________.

· If you are including supplemental materials, please mail clean copies of these (or give us the article’s citation) by <<Due date>>.  We cannot accept faxed articles.

If you need any assistance to transform your presentations to PowerPoint format (preferred), please contact xxx at (xxx) xxx-xxxx.

