MACROBUTTON NoMacro [Click here and type DATE]
MACROBUTTON NoMacro [Click here and type MODERATOR'S NAME]
MACROBUTTON NoMacro [Click here and type ADDRESS]
MACROBUTTON NoMacro [Click here and type CITY], MACROBUTTON NoMacro [Click here and type STATE]  MACROBUTTON NoMacro [Click here and type ZIP]
Dear MACROBUTTON NoMacro [Click here and type MODERATOR'S NAME],
Thank you for agreeing to be a moderator for the TB Case Management Conference to be held on MACROBUTTON NoMacro [Click here and type DATE] at the MACROBUTTON NoMacro [Click here and type LOCATION], from MACROBUTTON NoMacro [Click here and type START TIME] to MACROBUTTON NoMacro [Click here and type END TIME]. In this role, you will:

· Announce the purpose of the conference, as well as introduce the presenter(s)

· Facilitate discussion and take responsibility for the progress and flow of the meeting

· Summarize the lessons learned, as well as their practical applications

· Present the ground rules for the conference, remind participants to sign in and complete evaluation forms for the conference, and present information on future conferences, if applicable

Enclosed are copies of:

· The TB Case Management Conference Flyer

· Conference Agenda

· Presentation Template

· Moderator’s Guide

· Directions to the conference site

To fulfill the moderator’s function of providing a meaningful overview of the conference

and introduction of the presenter(s), you will be sent information about the presenters

prior to the conference to develop a bio-sketch. You will also be sent copies of the presentation(s), so that you can become familiar with the topic(s) and gather resources to support statements and facilitate discussion.

Please take the time to review this letter and the information included in this package. Feel free to contact MACROBUTTON NoMacro [Click here and type CONTACT PERSON] at MACROBUTTON NoMacro [Click here and type PHONE NO.], if you have any questions.
Sincerely,

MACROBUTTON NoMacro [Click here and type SITE COORDINATOR'S NAME]
MACROBUTTON NoMacro [Click here and type SITE COORDINATOR'S TITLE]
