
Keynote Speaker Arrangement Confirmation 

Date: [Insert Date] 

Dear [Speaker's Name], 

We are thrilled to confirm your participation as the keynote speaker for our upcoming event, 

[Event Name], scheduled for [Event Date] at [Event Location]. Your insights on [Topic] will be 

invaluable to our audience. 

Event Details: 

• Date: [Event Date] 

• Time: [Start Time] - [End Time] 

• Venue: [Venue Name, Address] 

• Duration of Speech: [Duration] 

• Expected Audience: [Number of Attendees] 

We will provide a [Fee/Compensation] of [Amount] along with [Travel 

Expenses/Accommodation details if applicable]. 

Please let us know of any specific requirements you may have for your presentation or any 

materials you would like us to prepare in advance. 

Looking forward to an impactful event! 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Phone Number] 

[Email Address] 


