SAMPLE FACULTY fINAL cONFIRMATION LETTER

FAX MEMO

February 6, 2003
TO:
Faculty
FAX #:  xxx-xxxx

FROM: 
Staff
RE:
TB Intensive 

# of pages, including cover:  
This is your final confirmation regarding your participation as faculty for the TB Intensive course to be held <<Date>>.

Attached are the course agenda and a profile of the course participants.

Your scheduled presentation is as follows:


<<Date>>

10:30 – 11:30
Engineering for control of tuberculosis

Please plan to arrive 15 minutes before your presentation begins to avoid delays in the schedule.  Faculty may park in the lot here at the Center—just leave your car in the driveway, come in through the front and the receptionist will give you the remote that opens the gate.  Be sure to park in a space marked “TB-Proj.”

Please feel free to contact me if you have any questions.  Thank you again for your participation.

