
Event Confirmation 

Dear [Participant's Name], 

We are thrilled to confirm your participation in the upcoming Public Speaking Event scheduled 

for [Date] at [Time]. The event will be held at [Location]. 

Please find the important details below: 

• Event Date: [Date] 

• Time: [Time] 

• Venue: [Location] 

• Duration: Approximately [Duration] 

We encourage you to arrive at least [Time] minutes early to allow for check-in and preparation. 

Should you have any questions or require further assistance, please do not hesitate to contact us 

at [Contact Information]. 

Thank you for your commitment to making this event a success. We look forward to seeing you 

there! 

Best regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


