
Acceptance Letter for Keynote Speaker 

Date: [Insert Date] 

[Speaker's Name] 

[Speaker's Address] 

[City, State, Zip Code] 

Dear [Speaker's Name], 

On behalf of [Conference Name], we are thrilled to officially invite you as a keynote speaker at 

our upcoming conference scheduled for [Conference Dates] in [Location]. Your expertise in 

[Speaker's Area of Expertise] will provide invaluable insights to our attendees. 

We kindly request that you present on the topic of [Proposed Topic], which aligns perfectly with 

our theme of [Conference Theme]. Your session is scheduled for [Date & Time], and we expect 

an audience of [Estimated Number of Attendees]. 

Please confirm your acceptance by [Response Deadline], so we can finalize the event scheduling 

and arrangements. Should you have any specific requirements or preferences, do not hesitate to 

inform us. 

Thank you for considering our invitation. We look forward to your positive response and an 

outstanding presentation! 

Sincerely, 

[Your Name] 

[Your Title] 

[Conference Name] 

[Contact Information] 


