
Speaking Slot Reminder 

Dear [Speaker's Name], 

This is a friendly reminder of your speaking slot at the upcoming workshop titled "[Workshop 

Title]" on [Date] at [Time]. We are looking forward to your presentation on "[Presentation 

Topic]." 

If you have any questions or need further assistance, please feel free to reach out. 

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

Best regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


