
Conference Session Agenda Alteration Notice 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

From: [Insert Your Name] 

Subject: Alteration of Conference Session Agenda 

Dear [Recipient's Name], 

I hope this message finds you well. We are writing to inform you of a change in the agenda for 

the upcoming [Name of Conference] scheduled for [Dates of Conference]. 

The following session has been altered: 

• Original Session: [Original Session Title] - [Original Date and Time] 

• New Session: [New Session Title] - [New Date and Time] 

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

make this adjustment to better serve our attendees. 

For any further questions or concerns, please do not hesitate to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


