Sample Author Invitation Email/Letter (copy your SAE staff representative)
Dear _______:

Your paper, “         (title)      ,” is tentatively scheduled for presentation at the     (meeting name)     . If your draft manuscript is approved, it will be included in the session entitled       (session name)      . I’ll be the session organizer and will act as the interface between you and SAE over the next several months.

Two important dates to keep in mind:

·         (date)      – draft manuscript due to organizer – If I don’t receive your draft manuscript by this deadline, your paper may be dropped from the session. Internal company clearances/approvals should also be completed by this date. Your draft manuscript will be reviewed by at least three qualified reviewers and returned to you with their comments, a process that will require approximately one month.
·         (date)      – final manuscript due to SAE deadline – SAE must have your final approved manuscript by this date to ensure that the paper will be available at the     (meeting name)     .

SAE will contact you in the near future with additional author information, including requirements for formatting and presenting your paper. If you have any questions or need more information, please contact me or your SAE staff representative.

Sincerely,

(Organizer Name)
(Organizer Email)
(Organizer Phone)
