
Guidelines for Submitting Conference 

Presentations 

Dear [Recipient's Name], 

We are excited to announce that the [Conference Name] will be held on [Date] at [Location]. In 

preparation for this event, we invite you to submit your presentation proposals. Below are the 

guidelines to ensure a smooth submission process: 

Submission Requirements 

• All presentations must be original and relevant to the conference themes. 

• Please submit a 300-word abstract summarizing your presentation. 

• Presentations should be no longer than 20 minutes, followed by a Q&A session. 

• Presentations can be delivered in [Language(s)]. 

Submission Process 

1. Email your abstract to [Email Address] by [Submission Deadline]. 

2. All abstracts will be reviewed by the conference committee. 

3. You will be notified of acceptance by [Notification Date]. 

Important Dates 

• Abstract Submission Deadline: [Date] 

• Notification of Acceptance: [Date] 

• Conference Date: [Date] 

If you have any questions or need further clarifications, please do not hesitate to contact us at 

[Contact Information]. 

We look forward to your valuable contributions to [Conference Name]! 

Sincerely, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


