
Notification of Presentation Details 

Dear [Presenter's Name], 

We are pleased to inform you that your presentation titled "[Title of Presentation]" has been 

accepted for the upcoming [Conference Name] scheduled to take place on [Date] at [Location]. 

Presentation Details: 

• Date: [Presentation Date] 

• Time: [Presentation Time] 

• Duration: [Duration of Presentation] 

• Room: [Room Name/Number] 

We kindly ask you to prepare your presentation and arrive at least 15 minutes early for setup. 

Please do not hesitate to contact us if you have any questions or need further assistance. 

We look forward to your presentation! 

Best regards, 

[Your Name] 

[Your Position] 

[Conference Name/Organization] 

[Contact Information] 


