[Name]
[Address]
[Date]
Dear [Name],
[Event name and date]
I would like to take this opportunity to say a huge thank you for your time and effort in presenting at our event in [location].

The initial feedback is very positive and on the day everyone seemed to have enjoyed the opportunity to share information and experiences with others. Once we have collated all the feedback surveys I will send you a copy of the summary for your reference.

In the meantime, please complete and return the enclosed expenses claim form along with any receipts, so I can forward them to our Finance Volunteer to be reimbursed.

Once again, thank you for joining us at our [name of event] and playing such an important part in ensuring it was so successful.

I look forward to working with you on future projects.

Yours sincerely,
[Your name]
[Your volunteer role]
