[Headed paper]
 
H.E. [Title and Name]
Secretary-General of the United Nations
United Nations Secretariat
New York
 
[Date] 
 
 
Excellency, 

 
I have the honour to inform you that [name], [title/position] of [member], will represent the [member] at the following Security Council meeting(s): 

[name and date of meeting]

Please accept, Excellency, assurances of my highest considerations.
 
 
[Signature]
[PR name] 
Permanent Representative of [Council member] to the United Nations 
 
 
 


CC: Security Council Affairs Division
