
Conference Speaker Acknowledgment 

Date: [Insert Date] 

To: [Speaker's Name] 

[Speaker's Address] 

Dear [Speaker's Name], 

We are pleased to inform you that we have received your confirmation for your participation as a 

speaker at the [Conference Name] scheduled on [Date] at [Venue]. We appreciate your 

willingness to share your knowledge and insights with our attendees. 

Your presentation titled "[Presentation Title]" is scheduled for [Time] in [Room/Location]. 

Please let us know if you have any specific requirements or need assistance with your 

presentation. 

Thank you for contributing to the success of our conference. We look forward to seeing you 

there. 

Best regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


