Sample Event Speaker Compensation Approval Letter

[Your Name]

[Your Title]

[Event Planning Department Name]

[Company/Organization Name]

[Organization Address]

[City, State, ZIP Code]

[Date]

[Event Speaker's Name]

[Event Speaker's Address]

[City, State, ZIP Code]

Dear [Event Speaker's Name],

Subject: Event Speaker Compensation Approval

| am pleased to confirm that your participation as a speaker at our upcoming event, [Event Name],
has been approved. Your expertise and insights will contribute significantly to the success of the
event.

Please review the attached event speaker compensation approval details, including speaking fees,
travel arrangements, and any required documentation. If you have any questions or need further
information, please contact our event planning department.

We look forward to your engaging presentation and the positive impact it will have on our audience.
Best regards,

[Your Name]

[Your Title]



