[bookmark: _GoBack]NWCG [COURSE NUMBER & NAME]
TO:	[Student Name]
FROM:	[Course Coordinator Name]
SUBJECT:	[Course Number and Name]
Congratulations, you have been selected to attend NWCG [Course Number and Name] to be held at [Location] and presented by [Unit Name].  
The course will begin promptly at [time and date] and end at [time and date]
If you wish to receive a certificate of completion for the course, please do not make travel arrangements to arrive after the scheduled start time or to depart before the scheduled course completion time.
In the event you cannot attend the course, please contact the course coordinator before the beginning of the class. This allows time for notifying students who may be on the waiting list to be contacted to fill the vacancy.
If you have any questions please contact the course coordinator: [name, phone number, email address]. 
Sincerely,
[Name and Position Title]


