
Event Itinerary 

Dear [Speaker/Presenter Name], 

We are excited to have you at the [Event Name] on [Date]. Below is your itinerary for the day: 

Event Details 

• Event Date: [Date] 

• Location: [Venue Name, Address] 

• Event Start Time: [Start Time] 

Your Itinerary 

• Arrival Time: [Arrival Time] 

• Check-in at Registration: [Check-in Time] 

• Sound Check: [Sound Check Time] 

• Presentation Slot: [Presentation Time] 

• Q&A Session: [Q&A Time] 

• Networking Lunch: [Lunch Time] 

Contact Information 

If you have any questions or need assistance, please contact: 

[Organizer's Name] 

Email: [Organizer's Email] 

Phone: [Organizer's Phone Number] 

We look forward to your presentation and appreciate your participation in making this event a 

success! 

Best Regards, 

[Your Name] 

[Your Title] 

[Organization Name] 


