
Audio Check Arrangements for Conference 

Speakers 

Dear [Speaker's Name], 

We hope this message finds you well. As we prepare for the upcoming [Conference Name] on 

[Date], we would like to schedule an audio check for your presentation. 

Please find the details for the audio check below: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Link for Virtual]  

During the audio check, we will ensure that all equipment is functioning correctly and that you 

are comfortable with the setup. Please let us know if there are any specific requirements or 

preferences you may have. 

Thank you for your cooperation, and we look forward to your presentation! 

Best regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


