
Keynote Speaker Booking Confirmation 

Date: [Insert Date] 

To: [Speaker Name] 

Address: [Speaker Address] 

Dear [Speaker Name], 

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

fundraising event on [Event Date]. Your insights and experiences in [Relevant Topic] will 

inspire our attendees and contribute significantly to our mission of [Organization's Mission]. 

Event Details: 

• Date: [Event Date] 

• Time: [Event Time] 

• Location: [Event Venue] 

• Audience: [Expected Audience] 

• Speech Duration: [Duration of Speech] 

We would be happy to cover your travel and accommodation expenses as discussed. Please let us 

know your preferences so we can make the necessary arrangements. 

We look forward to your positive response to this letter and are excited to work together for a 

successful event. 

Warm regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


