Sample - Speaker Confirmation Letter

[Date]

[Speaker Name]

[Address]

[Address]

Dear [Speaker]:

Thank you for graciously agreeing to share your knowledge with our chapter members at the upcoming (INSERT NAME) conference.    As you know, our organization is focused on risk management in the public sector.    Our members include employees of (INSERT NAME) cities, counties, and school boards who are responsible for risk management, insurance, and/or safety in their respective organizations.    In addition, our corporate members represent insurance carriers, brokers, and third-party administrators with public sector clients.

We are delighted that you have agreed to speak with our group.   This letter is to confirm the details of your presentation, as follows:

Presentation Date:

April 21, 200X
Session Start Time:

10:00 a.m.

Length of Session:

1 ½ hours

Conference Location:
Evergreen Resort, Stone Mountain (Directions Attached)

Session Location:

Rhododendron Room

Presentation Topic:

Government Contract Review

Presentation Format:
1 ¼ hour presentation w/ PowerPoint; 15-minute Q & A to follow. (LCD projector to be provided in meeting room)

Please confirm the accuracy of the information above by signed and returning by fax to (XXX) XXX-XXXX.     If you should have any questions, or would like to discuss your presentation further, please do not hesitate to contact me.    Thanks again.

Sincerely,

[Name]

The information above is correct, unless exceptions are listed here:  __________________________________________________________________________________________________________________________________________________
Signed:   _____________________________________
Date:  _________________



            Speaker Signature
