Revised June 15 2010
S A M P L E   Invitation letter   
Dear Dr. ____________:

We are pleased that you are willing and able to participate as faculty in the 2010 --------------.  The conference will be held at ________in______, XXX , beginning with an evening reception on Friday, September 29th and concluding at approximately 2:00 pm on Sunday, October 1st.
As an expression of our thanks for your time and expertise as a member of the faculty, we are pleased to  be able to cover the cost of your travel and overnight accommodations.  
As our agenda is finalized, we will confirm your presentation date and time slot.  Please review and complete the enclosed Faculty Action & Information Sheet and accompanying documents and return requested materials to ____________at the  xxx Thoracic Society by June 30, 2010.  Your timely submission of all documents will be necessary for continued planning of the event according to ACCME standards.  Faculty disclosures must be reviewed and any perceived conflict of interest resolved before faculty names can appear on our brochures promoting the event as conferring CME credits. We would especially appreciate timely submission of all forms including the disclosure form to allow us to promote the event. 
On behalf of the entire Planning Committee, I look forward to you joining us at _________!
Sincerely,

xx
xx, M.S.

xxx Chapter Administrator
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