Dear Sir:
Your paper, “Social Networks”, is tentatively scheduled for presentation at the Thursday meeting. 
One important date to keep in mind:

· 2/2/2011 – 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.
                                                            Sincerely,

                                                            John Somer
