
Keynote Speaker Confirmation 

Date: [Insert Date] 

[Speaker's Name] 

[Speaker's Address] 

[City, State, Zip Code] 

Dear [Speaker's Name], 

We are thrilled to confirm your participation as the keynote speaker at our upcoming Annual 

Meeting scheduled for [Date of Event] at [Location]. Your expertise in [Subject Area] will 

provide invaluable insights to our attendees. 

The theme of this year's meeting is "[Meeting Theme]," and we believe your topic on "[Proposed 

Topic]" will resonate well with our audience. 

Please find below the event details: 

• Date: [Insert Date] 

• Location: [Insert Location] 

• Time: [Insert Time] 

• Duration of Speech: [Insert Duration] 

We would also like to arrange for any audio-visual equipment you might need during your 

presentation. Please let us know your requirements at your earliest convenience. 

Thank you once again for agreeing to be a part of our event. We look forward to your inspiring 

talk. 

Sincerely, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


