
Letter of Acknowledgment 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally acknowledge the opportunity to 

speak at [Event/Conference Name] on [Date]. I am truly honored to be part of this esteemed 

gathering. 

Thank you for considering my application. I look forward to sharing my insights on [Topic or 

Subject] and engaging with other speakers and attendees. 

Please let me know if there are any specific details or requirements I should be aware of in 

preparation for the event. 

Thank you once again for this fantastic opportunity. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


