
Reminder: Upcoming Guest Speaker 

Engagement 

Dear [Speaker's Name], 

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

engagement with us on [Date] at [Location]. We are looking forward to your presentation on 

[Topic]. 

Details of the engagement are as follows: 

• Date: [Date] 

• Time: [Time] 

• Location: [Location] 

• Duration: [Duration] 

Please let us know if you have any specific requirements or if there is anything we can do to 

make your experience more comfortable. 

Thank you for your time and we look forward to seeing you soon! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


