


     [Insert Date Here]



The Honorable [Enter Ambassadors full name]
[Insert address from http://www.state.gov/m/a/c15152.htm]
Washington, DC 20521- [Insert the four numerical digits of the address above]

[bookmark: _GoBack]
Dear [Mr. or Madam] Ambassador:


[Insert Paragraph One: This paragraph should introduce yourself and express pleasure in your assignment.  Each paragraph should be a minimum of three(3) sentences.  Be sure to double space after each period.]


[Insert Paragraph Two: This paragraph should relate some relevant details about your background and experience.  If you are bringing a family to post, mention them and anything abou thtem the principal official might find interesting or useful to the mission.]


[Insert Paragraph Three: Let the principal official know when you plan to arrive to post.  Express something of your intention to serve and close with a pleasantry.]


Sincerely,




[Insert your full name]



