
Soundcheck Scheduling for Conference 

Presenters 

Dear [Presenter's Name], 

We are excited to have you as a presenter at the upcoming [Conference Name] scheduled for 

[Date]. To ensure a smooth experience during your session, we would like to schedule a 

soundcheck. 

Soundcheck Details 

Please review the following details: 

• Date: [Soundcheck Date] 

• Time: [Soundcheck Time] 

• Location: [Venue/Room Name] 

If the proposed time does not work for you, please let us know your availability, and we will do 

our best to accommodate your schedule. 

Thank you for your attention, and we look forward to your session! 

Best regards, 

[Your Name] 

[Your Position] 

[Conference Name] Organizing Team 

[Contact Information] 


