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Member Name

Member address

Tel/fax/email

School / College contact name

Address

Date

Dear M…..,

Talk on Oil & Gas Industry

Following our discussion on xxth Month, I would like to confirm the arrangement for the event I will run at yy hrs on zzth Month.

I am expecting the event to involve some xx students aged about ****.  The main focus will be ……..  I plan to bring …… material to help illustrate my subject and stimulate debate.  I understand that you will ensure …… material is provided for me to use.

As part of the event I would like to get feedback from the students and I propose to use the attached form.  I am also interested in any feedback you would like to provide after the event, so that I can ensure the process is improved for future similar events.

Please revert if you have any questions or can see any problems with any of the above.

Yours sincerely

