

EPC Letterhead


[Date]
[Speaker Full Name + Designations
Speaker Company Name

Speaker Address

Speaker City, State & Zip]
Dear [Speaker]
Thank you for agreeing to speak at the [council name, event name and date].  This letter serves as your confirmation and outlines necessary details for your presentation.  We appreciate your willingness to take time out of your schedule to address our organization.  Council membership consists of approximately [enter number of members] members practicing as attorneys, CPAs, insurance and financial planning professionals, trust officers, and various other disciplines related to estate planning.
The event will take place at [enter venue name, address and timing].  Add specific details about the event as necessary.
Utilize this paragraph to enter details about expenses, etc (if necessary).  For example:  The council will reimburse your pre-approved travel expenses.  Please contact [enter administrator or program chair contact details here] to make those arrangements upon receipt of this confirmation letter.
Utilize this paragraph to enter details about lodging, etc (if necessary).  For example:  I recommend that you stay on-property at [enter hotel name] and request that you make your reservation directly with the hotel by [calling / visiting] [hotel phone number / web address].  You will find that the [hotel name] is approximately a [enter cab time, drive time, etc.]from [airport name and website].  Please let me know if you run into any trouble.
Please take a moment to review the following list of deadlines associated with the presentation. It would be most helpful to have the information sent electronically to [enter e-mail address]. Sample requirements / deadlines - tailor to your needs.
· Please supply the complete title of the presentation at your earliest convenience.

· Please send a photo, one-paragraph biography, one-paragraph description of the program and complete timed (15-minute increments) outline by [enter date]. These items will be used to prepare the meeting announcement and file continuing education credit requests for [enter types of CE, disciplines, etc]. 

· Please furnish your printed material / outline for attendee distribution by [enter date].  
· Please email your audio-visual needs to [enter email] by [enter date].  The council will provide [enter your standard AV set up here.]

· Please supply your PowerPoint presentation (if using) at least two weeks in advance of the program.
· Please provide your travel details at your earliest convenience.  

Utilize this paragraph if your council makes a charitable contribution on behalf of your speakers.  For example Finally, the council will make a charitable contribution to The NAEPC Education Foundation on your behalf, unless you prefer another charity.  Please let us know if you would prefer the donation be sent to someone other than The NAEPC Education Foundation by [enter date].  The NAEPC Education Foundation was formed in 2005 with a mission of educating the public about the need for estate planning by a qualified team of individuals.  More information about the organization can be obtained at www.naepc.org.  

I have enclosed a copy of the event announcement from last year so you can get a feel for the program.  Please contact me directly if you have any questions.  I look forward to working together over the next few months.

Warmly,
[Name of Person Generating Letter]
[Title]
Enc.

cc: 

