
Reminder: Upcoming Keynote Speaker 

Schedule 

Dear [Speaker's Name], 

I hope this message finds you well. This is a friendly reminder regarding your upcoming keynote 

speaking engagement at [Event Name] on [Date] at [Time]. 

We are excited to have you speak about [Topic] and appreciate your valuable insights. 

Venue: [Venue Name, Address] 

If you have any questions or need further assistance, please do not hesitate to reach out. 

Thank you, and we look forward to seeing you soon! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


