SAMPLE FINAL PARTICIPANT CONFIRMATION LETTER/FAX

Fax memorandum

Date:
xx/xx/xxxx

To:
Jill Doctor, M.D.
Fax:
(777) 777-7011

From: 
Bill Health, R.N.
Subject:
Final confirmation for Tuberculosis Intensive course 

Number of pages: 2 


This letter is your final confirmation for your enrollment in the Tuberculosis Intensive course, scheduled for <<Date>>.  As was stated in your first confirmation letter, the course will be conducted at the Tranining Center located at 123 Street, Suite 101, in San Francisco.  The course will begin promptly at 8:00 a.m. and will run until 5:00 p.m. on Tuesday (we’ll end at 4:15 on Wednesday and 2:30 p.m. on Thursday).  Please plan to arrive 30 minutes early on the first day for registration.

The course format includes lecture presentations, discussions, case presentations and a tour of our lab and clinic.  Please feel free to bring clinical cases you would like to share during the working lunch on <<Date>>.

We encourage participants to dress comfortably and wear comfortable shoes for the tour.  The agenda includes a tour of Clinic at General Hospital, and some walking is involved.

Coffee, tea and breakfast will be provided each morning of the course and lunch will be provided on Thursday.

If there are any further questions, please don’t hesitate to call me at (XXX) XXX-XXXX.  I’m looking forward to seeing you.
