
Invitation to be a Keynote Speaker 

Dear [Speaker's Name], 

We are pleased to invite you to be a keynote speaker at the [Conference Name] hosted by 

[University Name] on [Date] at [Location]. This year's theme is "[Theme of the Conference]," 

and we believe your expertise in [Speaker's Field/Subject] would provide invaluable insights to 

our attendees. 

We anticipate an audience of [Expected Number] participants, including students, faculty, and 

professionals from various disciplines. Your participation would greatly enrich the experience of 

all attendees. 

Please let us know your availability for this event. We would be honored to cover your travel and 

accommodation expenses as a token of appreciation for your contributions. 

Thank you for considering our invitation. We look forward to the possibility of welcoming you 

to [University Name]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Department Name] 

[University Name] 

[Email Address] 

[Phone Number] 


