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Dear [insert name],
 

	The World Health Organization (WHO) is convening an expert committee meeting  on ….. to take place on …. in [Geneva, Switzerland] . A draft agenda is attached (Attachment 1). 

	WHO is considering inviting you to participate as a member of the expert committee for the aforementioned meeting.  Please note that participation in an expert committee meeting is governed by the Regulations for Expert Advisory Panels and Committees, which can be found at http://apps.who.int/gb/bd/PDF/bd48/basic-documents-48th-edition-en.pdf#page=127. Your attention is drawn in particular to paragraphs 3.4 and 4.6 of these Regulations. 

[bookmark: _GoBack]	In order to allow WHO to assess whether it can extend such an invitation, please carefully review, complete and sign the attached Declaration of Interests form (Attachment 2) and return it to [appropriateemail@who.int] by [date] at the latest.  Enclosed you will find the  “Guidelines for Declaration of Interests” (Attachment 3) to help you complete the Declaration of Interest form. In this regard, kindly note that your participation in the above mentioned expert committee is inter alia contingent upon WHO determining that there is no conflict of interest, or that any such conflict can be appropriately managed.  
 
	Additionally, please note that in order to enhance WHO’s management of conflicts of interest as well as strengthen public trust and transparency in connection with WHO meetings and activities involving the provision of technical/normative advice, the names and brief biographies of individuals being considered for participation in a WHO expert committee meeting are disclosed for public notice and comment. Therefore at a later date, we may request a brief biography from you for this purpose.

	Comments brought to the attention of WHO through this process are an integral component of WHO’s conflict of interest assessment process and are carefully reviewed and evaluated in order to take appropriate management action in accordance with WHO policies. The comments received by WHO through the public notice and comment process are treated confidentially, however WHO will generally share information received through this process with you, disclosing also the name and affiliation of the provider of such information to you. In exceptional circumstances where WHO considers that such disclosure might potentially adversely affect the individual providing the comments, the name and affiliation will be withheld. 

	The list of participants in the expert committee meeting, summary of relevant interests disclosed by such experts, and any appropriate mitigation measures taken by WHO relating to the management of conflicts of interests, will be reported publically in accordance with WHO policies.

	We look forward to hearing from you.  Please contact me if you have any questions.


Yours sincerely,




[signature] [footnoteRef:1] [1:  	Note to Clusters: Signatures should never appear on a separate page without substantive text of the letter.
] 

[name] .....................
[title] ...........................








Attachment 1

[paste here a copy of the draft agenda]



Attachment 2

[paste here a copy of the Declaration of Interest form for experts. You can find the latest version of this document here: https://intranet.who.int/homes/cre/ethics/doiexperts/ ]



Attachment 3

[paste here a copy of the Guidelines for Declaration of Interests (WHO Experts). You can find the latest version of this document here: https://intranet.who.int/homes/cre/ethics/doiexperts/]
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