
Session Timeline for Conference Speakers 

Dear [Speaker's Name], 

We are excited to confirm your participation as a speaker at the upcoming [Conference Name]. 

Below are the details of your session timeline: 

Session Details 

• Session Title: [Session Title] 

• Date: [Session Date] 

• Time: [Session Start Time] - [Session End Time] 

• Duration: [Session Duration] 

• Location: [Session Location] 

Timeline 

1. [Time] - Speaker Check-in 

2. [Time] - Sound Check 

3. [Time] - Session Begins 

4. [Time] - Q&A Session 

5. [Time] - Session Ends 

6. [Time] - Speaker Meet & Greet (optional) 

Please let us know if you have any questions or require further information. 

Thank you for sharing your expertise with us! 

Sincerely, 

[Your Name] 

[Your Position] 

[Conference Organization] 


