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Send via email to [email]

[name]
[date]
[address line 1]
[address line 2]
[address line 3]
Dear Dr. [last name],

This letter is to confirm your participation in our Grand Rounds series entitled [title] to be held on [day, month date] at [location] in [city, state].  Our lectures are held at [time] in the [room].  Your presentation should be approximately 45 minutes long, leaving 15 minutes at the end for Q&A.  Following the Grand Rounds, you are invited to meet with the House Staff and Medical Students from 9:30–11:00 am for case presentations.

A [amount] honorarium is being offered.  This is our standard honorarium for national speakers.  If your honorarium falls outside this range, please contact me as soon as possible to discuss.  

Main Line Health System has a corporate rate at the Hilton Hotel on City Line Avenue, Philadelphia, which is only a few minutes driving distance from the hospital.  The corporate rate is $139.00, inclusive of breakfast Monday–Friday ($139 + 15.2% tax= $160.13).  Should you choose to upgrade your room or stay at another hotel, I will only be able to reimburse you up to this amount.  Internet connection will be reimbursed at the hotel’s current rate and meals will be reimbursed per the attached policy.  It is very important to obtain an itemized receipt should you charge a meal to your room; not providing an itemized receipt will delay your reimbursement.
Please proceed with making your airline/hotel reservations.  To make your hotel reservation on the internet, go to: https://secure3.hilton.com/en_US/hi/reservation/book.htm?ctyhocn=PHLPHHF&corporateCode=N1363343
If you call the hotel to make your reservation, please give them our corporate code 1363343.  All travel expenses will be reimbursed after you submit your receipts to me on the speaker travel voucher form (also attached).  Please provide me with the following at your earliest convenience (electronic submission preferred; forms are attached for your convenience):
· Speaker Request Form

· Completed W-9 Form Completed CME Speaker’s

· Declaration of Commercial Relationship (disclosure)

· A current copy of your Curriculum Vitae
Please return the forms via email at [email] (electronic typed signature is fine).  If this is not convenient, you may return the forms via fax at 484.476.6843.  I sincerely appreciate the time and effort you are taking to participate in our educational activity.  Should you have any questions, my telephone number is 484.476.2559. Please do not hesitate to contact me.

Sincerely,

Trish Levy, Manager
Continuing Medical Education
Main Line Health

