
Event Entry Authorization for 

Speakers/Presenters 

Date: [Insert Date] 

To Whom It May Concern, 

This letter serves to authorize [Speaker's/Presenter's Name] to enter the premises of [Event 

Location] on [Event Date] for the [Event Name]. As a key speaker/presenter, [he/she/they] will 

be participating in the event and leading a session on [Topic of Session]. 

Please extend all necessary access and assistance to [Speaker's/Presenter's Name] during the 

event. [He/She/They] may be reached at [Contact Information] for any inquiries or further 

information. 

We appreciate your cooperation in ensuring a smooth experience for our speakers and attendees. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


