
Session Allocation Announcement for the 

Upcoming Conference 

Dear [Recipient's Name], 

We are pleased to inform you that your submission has been allocated to a session for our 

upcoming conference, [Conference Name], scheduled to take place on [Date] at [Location]. 

Your session details are as follows: 

• Session Title: [Session Title] 

• Time: [Start Time] - [End Time] 

• Session Chair: [Chair's Name] 

• Venue: [Venue Name] 

Please make sure to prepare your presentation and any materials needed for your session. We 

recommend arriving 15 minutes early to set up. 

Should you have any questions or require further information, please feel free to reach out to us 

at [Contact Email]. 

Thank you for your contribution, and we look forward to an engaging and productive 

conference! 

Best regards, 

[Your Name] 

[Your Position] 

[Organizing Committee Name] 


