[HOST ORGANIZATION]
[Host address]   ·   [Host phone]   ·   [Host contact email]
	SPEAKER CONFIRMATION
RE: Your session at «Conference Name»


[Letter date]
Dear «Speaker Name»,
Thank you for agreeing to speak at «Conference Name». We are delighted to confirm your session, and the details below reflect the final program. Please check the time and room, and tell us within a few days if anything looks wrong.
YOUR SESSION
	Session title
	«Session Title»

	Session date
	«Session Date»

	Session time
	«Session Time»

	Room
	«Room Name»

	Session length
	«Session Length»



ON THE DAY
• Please arrive by «Arrival Time» and check in at [Speaker check-in location], where a member of our team will walk you to your room.
• Your room is equipped with [AV equipment provided]. If your session needs anything else, tell us by [AV request deadline].
• A technician will meet you in «Room Name» fifteen minutes before your session to connect your laptop and run a sound check.
If your plans change, or your session description needs an update, contact [Event coordinator name] at [Event coordinator email] or [Event coordinator phone].
With thanks,
[Event coordinator name]
for [Host organization]




