
Dear Professor    ?, 

I am assisting Professors Obstfeld and Gorodnichenko with the logistics for the International & Trade/Macroeconomics Seminar presentation scheduled for 
DAY-DATE-TIME.  I will arrange an office and schedule for the day so that colleagues and students may meet with you.  Our first appointment is usually at 10:00am.    

Could you please review the following information and give us your preferences? 

SEMINAR PAPER: 

Could you please provide us with the proposed title of your talk?  We also ask that you please send us a copy of the paper - email attachment or URL/web location, whichever is most convenient.  

AUDIO/VIDEO: 

For your presentation, we will have an overhead projector, will you be bringing your laptop or will you need one?  

ACCOMMODATIONS: 
Please let us know your itinerary and for what night(s) you will be needing hotel accommodations so we can make the necessary reservations. I will send you a confirmation once the arrangements are made. 
Hotel Shattuck Plaza 

http://www.hotelshattuckplaza.com/ 
Hotel Durant link:

http://www.hoteldurant.com/ 

FLIGHT:  
You will be responsible for making the flight reservation, and we will reimburse the ticket. We kindly ask our speakers to fly coach per University policy.

Thank you for your time and we look forward to your visit.
