
Letter of Acceptance 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Subject: Acceptance of Conference Speaking Engagement 

Dear [Recipient's Name], 

I am writing to formally accept the invitation to speak at the [Name of the Conference] scheduled 

for [Date] in [Location]. I am honored to contribute to the event and share my insights on 

[Topic/Title of Presentation]. 

As discussed, my presentation will cover [Brief Description of Presentation]. I am looking 

forward to engaging with the audience and connecting with fellow speakers. 

Please let me know if there are further details or requirements you need from my side. Thank you 

for this opportunity, and I look forward to the event. 

Best regards, 

[Your Name] 

[Your Title/Position] 

[Your Organization] 


