
Keynote Presentation Reminder 

Dear [Recipient's Name], 

This is a friendly reminder about your upcoming keynote presentation on [Date] at [Time]. The 

presentation will be held at [Venue/Location]. 

Please ensure that you are prepared with your materials and arrive at least [X minutes] early for 

setup. 

We look forward to your inspiring presentation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


