
Formal Invitation to Guest Speaker 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

On behalf of [Your University/Department Name], I am pleased to invite you to be a guest 

speaker at our upcoming event titled "[Event Title]" scheduled for [Event Date] at [Event 

Location]. This event aims to [briefly describe the purpose of the event and the audience]. 

We believe that your expertise in [Recipient's Field/Area of Expertise] would significantly enrich 

the discussion and provide invaluable insights to our attendees. We are particularly interested in 

your thoughts on [specific topic or aspect related to the event]. 

The event will commence at [Start Time] and conclude by [End Time]. We would be honored to 

host you and provide an opportunity for you to share your knowledge with our community. 

Please let us know your availability for this event at your earliest convenience. Should you have 

any questions or require further details, feel free to contact me at [Your Phone Number] or [Your 

Email Address]. 

Thank you for considering this invitation. We hope to hear from you soon! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your University] 

[Your Contact Information] 


