
Last-Minute Speaker Adjustment 

Notification 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of a last-minute change 

regarding the speaker lineup for the upcoming [Conference Name] scheduled on [Date]. 

Due to unforeseen circumstances, [Original Speaker's Name] will be unable to attend. We are 

pleased to announce that [New Speaker's Name] will be stepping in to present on the topic of 

[Topic/Session Title]. 

[New Speaker's Name] is an esteemed expert in [Field/Expertise], and we believe that this 

session will still provide valuable insights to our attendees. 

We apologize for any inconvenience this may cause and appreciate your understanding as we 

make these adjustments to ensure a successful conference. 

Thank you for your continued support, and we look forward to seeing you at [Conference 

Name]. 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


