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1. Title of presentation
Dear Dr Name
I was pleased to hear from Prof. Name Name that you might be interested in the forthcoming conference "Biopharmaceuticals: why use yeasts?", which takes place on 22 & 23 May 2008 at the Zurich University of Applied Sciences, Wädenswil, Switzerland. It is my great pleasure to inform you that preliminary information is already available on the Internet at http://www.biotech2008.ch/ . 

To complete the programme, we are now looking for renowned speakers and I would therefore like to invite you and/or your colleagues to take an active part in this event. The members of the Scientific Committee would be especially pleased if you would personally agree to give a talk on the comparison and evaluation of the industrial potential of several expression systems in which any of the Pichia, Hansenula, Yarrowia or Schizosacharomyces yeast species are included along with well-established cell culture systems.

If this is of interest to you, I would kindly ask you to send us the title and a preliminary indication of content (i.e. keywords), which will be published by 15 October 2007 at http://www.biotech2008.ch/programme/invited_speakers/. On this page, you will find information on Prof. Name's presentation, which you might like to consult. In due course, we will ask you for a presentation abstract and personal registration data.

I hope to be able to welcome you to the conference and thank you in anticipation of an early reply,

Yours sincerely

Chris Meier, on behalf of the Scientific Committee 

Dear Dr Name
It is my pleasure to inform you that preliminary information on the joint BioTech2008 and the 4rd Swiss-Czech Symposium is now available on the Internet at http://www.biotech2008.ch . I would be delighted to see you here in Wädenswil in May 2008!

Furthermore, I would like to ask whether you personally or a speaker you can recommend from your group would prepare a presentation for this symposium. If so, kindly send me a title and a preliminary abstract ASAP. If it is accepted by the scientific committee, we will contact you again and ask you to submit the abstract in the required print format. 

I would also be grateful if you would inform interested colleagues about BioTech2008.
Thanking you in anticipation,
Yours sincerely

Chris Meier, on behalf of the Scientific Committee 
2. VIP-speech
Dear Professor Name
The members of the Scientific and Organising Committees were delighted to hear from Professor Name Name that you have accepted our invitation to give one of the opening addresses at the Gala Dinner for the BioTech2008 conference on 22 May 2008. 

The Scientific and Organising Committees meet again at the end of March and will let you have full details of the evening by 10 April 2008. At previous events, a maximum of four speakers from the fields of politics, science or business have talked about aspects of Czech-Swiss cooperation and/or the biotechnology of yeasts for between 20 and 30 minutes (without visual support). Please let me know how much time you require and whether you need a projector.

Ms Name Name will be contacting you shortly to confirm your hotel reservation and also in respect of your air fare. If possible, please use a regular Czech Airlines economy flight. If you do not need us to cover your travel expenses, an equivalent amount will be donated to the Emergency Childern's Hospital in Prague Motol, Czech Republic to purchase laptops to occupy young patients (something the doctors have suggested, but for which there has been no money available to date).

Ms Name will also ensure that your contact data have been put on the database and ask you which other parts of the event you are interested in, e.g. the industry-get-together on 21 May 2008, where outstanding examples of industry-academia cooperations will be presented. For details of the scientific sessions on 22 and 23 May, see http://www.biotech2008.ch/programme/event_overview .

Looking forward to hearing from you and to welcoming you to Wädenswil, 

Kind regards

Name Name, on behalf of the Scientific and Organising Committees
3. Acceptance 

Dear Name
Many thanks for the invitation to speak at the upcoming conference, BioTech2008. I’m very pleased to accept. 

Am I correct in assuming that an MS PowerPoint presentation would be preferred?
Regards
Name
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