
Professional speaking acceptance

Subject: Acceptance of Speaking Invitation - [Event Name]

    Dear [Event Organizer's Name],

    I am delighted to accept your invitation to speak at [Event Name] on [date] at [venue]. Thank you

for this opportunity to share my expertise on [topic] with your audience.

    As discussed, I will present on "[presentation title]" for approximately [duration] and am happy to

participate in a Q&A session afterward. I understand that [number] attendees are expected, and I

am prepared to tailor my content accordingly.

    I have noted the technical requirements you outlined and will prepare my presentation using

[software/format]. Please confirm the final logistics including arrival time, AV setup, and any special

instructions.

    I am looking forward to contributing to what sounds like an excellent event and meeting your

attendees. Please don't hesitate to contact me if you need any additional information.

    Best regards,

    [Your Name]

    [Title/Credentials]

    [Contact Information]

Get more templates here: https://www.lettersandtemplates.com/letters/draft-acceptance-letter


