
Soundcheck Details for Conference Keynotes 

Dear [Keynote Speaker's Name], 

We are excited to welcome you as a keynote speaker at the [Conference Name] scheduled for 

[Date] at [Location]. To ensure a smooth presentation, we'd like to provide you with the 

technical soundcheck details below. 

Soundcheck Schedule: 

• Date: [Date of Soundcheck] 

• Time: [Time] (please arrive 15 minutes earlier) 

• Location: [Soundcheck Venue] 

• Duration: Approximately [Duration] minutes 

Technical Setup: 

We will be providing the following equipment: 

• Microphone: [Type of Microphone] 

• Audio Mixer: [Type/Model] 

• Speakers: [Type/Model] 

• Presentation Remote: [Included/Not Included] 

• Additional Equipment: [Any other provided equipment] 

Contact Information: 

If you have any specific audio or technical needs, please feel free to contact: 

[Technical Support Name] 

Email: [Email Address] 

Phone: [Phone Number] 

We look forward to seeing you and wish you a successful presentation! 

Sincerely, 

[Your Name] 

[Your Position] 

[Conference Name] Team 


