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	|X| OMA Confidential



Dear Sir/Madam,

Please note the arrangements for the above-mentioned meeting:
	Meeting Location

	<Facility Name>
<address>
Tel: <tel number – provide intl code>
Fax: <fax number – provide intl code>
<additional location info – e.g. map link>
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	Meeting Schedule

	dd mmm - xxxday
	hh:mm – hh:mm

	dd mmm - yyyday
	hh:mm – hh:mm

	dd mmm - zzzday
	hh:mm – hh:mm



	Meeting Contact

	<name>
Office Tel: <tel>
Office Fax: <tel>
<email>




Register for the meeting on the OMA web portal – the meeting is listed in the <WG> area under the ‘Meetings’ tab.  Please register before <registration date> to permit <pick and revise as needed: proper sizing of meeting rooms, handling security issues with facility, etc…>.  <if needed add info on late registrations – for example>Late registrations will be permitted if space permits, security rules require that badges be worn at all times – please register to make sure a badge may be prepared in advance to avoid any delays.
Notes
· <provide any meal info as needed – for example:>Lunches will be provided by the host(s).  For any special dietary needs, please contact <email>
· Paper copies of documents will not be provided.
· <expectation of LAN support – wired or wireless or none - at meeting>
· The voltage at the venue is <110/220> volts.  Please bring the correct adapter, as voltage converters will not be provided at the meeting.

<I/We> look forward to seeing you.

Yours sincerely,
<name>
<position>
ANNEX A
Useful Information for the meeting
<fill in as needed or available – remove this line>

Venue Information

	Local Airport(s)
	<Info and/or links>

	Directions
	<Info and/or links>

	Local Transport
	<Info and/or links>

	Local Information
	<Info and/or links>



Hotels

	Hotel Name and Address
	Related Information (could include special rates, directions from airport or meeting venue, etc.)

	Hotel Name and Address
	Related Information (could include special rates, directions from airport or meeting venue, etc.)

	Hotel Name and Address
	Related Information (could include special rates, directions from airport or meeting venue, etc.)
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