
Letter of Introduction for Speaking 

Engagement 

Date: [Insert Date] 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Title]  

[Conference Organizing Committee]  

[Conference Name]  

[Conference Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Title/Position] at 

[Your Organization]. I am writing to express my interest in speaking at the upcoming 

[Conference Name], scheduled for [Conference Dates]. 

With a focus on [Briefly describe your topic], I believe my experience in [Your Field/Expertise] 

would provide valuable insights to the attendees. I have previously spoken at [List any relevant 

conferences or events] and received positive feedback on my ability to convey complex ideas in 

an engaging manner. 

I am passionate about [Explain your enthusiasm for the topic] and am excited about the 

opportunity to share my knowledge and connect with fellow professionals in the industry. 

Thank you for considering my application. I look forward to the possibility of contributing to 

[Conference Name]. Please feel free to reach out if you require any additional information. 

Sincerely, 

[Your Name]  

[Your Title/Position]  

[Your Organization] 


