[date]

[name]

[address]

Dear [name]: 

On behalf of the planning committee for [name of activity], thank you for agreeing to participate as [faculty/committee member]. We are excited to have you take part in this activity, scheduled for [date] at [location]. The Association of Reproductive Health Professionals, the accredited sponsor, is jointly sponsoring this activity with [name of joint sponsor]. [name of joint sponsor] will be handling the logistical details for this activity. 
Your presentation, [name of presentation], is scheduled from [time] on [date]. Your travel, meals and miscellaneous expenses will be reimbursed and you will receive an honoraria of $[amount]. The audience will comprised primarily of [list profile]. [state how activity will be evaluated.]
Requested Information

We need the following information from you no later than [date]. 

Please submit a copy of your curriculum vitae electronically to [name and email]: 

Please submit the following completed enclosed forms by mail in the return envelope provided: 

1. Please indicate whether or not you have a financial interest or affiliation with any corporate organization on the disclosure declaration. 

2. Please acknowledge that you will follow ARHP’s processes for content validation by signing the enclosed content validation document. 

If you have any questions, please contact [name] at [phone] or [email address]. Thanks again and we look forward to working with you.

Sincerely,

[name]
Enclosures: 
ARHP’s policy on honoraria 



ARHP’s disclosure declaration



ARHP’s content validation acknowledgement form 
