Dear [speaker name],
[Event title] 

[Location and date]
I am delighted that you have kindly agreed to speak at [name of event]. Here are some details to ensure your participation is as smooth running as possible.
Venue

The venue for the event is:
[Full address including post code]
Your session

I’m pleased to confirm your [name of session] will take place at [time].
Audio-visual requirements

Please let me know if you have any audio-visual requirements by [date].

Delegates will often request copies of the slides in your presentation. Please can you confirm you agree for this to happen?

Biography

Please provide a short biography (no longer than 100 words/10 lines) outlining who you are and your areas of expertise. This information will be included in the programme outline given to attendees on the day. Please send this information to [me/name of contact] by [date].
Travel and expenses

I am pleased to confirm that we will cover your travel (standard class rail ticket or 45p for the first 100 miles, 25p thereafter) for participating at this event. 

We will provide an expenses form on the day. Please attach your receipts to this form so we can process your expenses quickly and efficiently.

Conference delegates

We expect around [number of delegates] to attend this event. They will be people who are [newly diagnosed/learning to live with MS/living well with MS and their carers/families].
Conference objectives

The aim of the day is to give people living with MS and their carers the opportunity to learn more about MS and how they can manage the symptoms more effectively. 

This event will enable participants to share their experiences and tackle some of their concerns, so we’re really thrilled you have agreed to be part of it.

If you do have any questions ahead of the event please do not hesitate to contact me. Thanks again for your support.

Kind regards,


[Your name]
[Your volunteer role]
