
Formal Invitation to Contribute to Our 

Academic Guest Lecture Series 

Dear [Recipient's Name], 

We hope this message finds you well. It is with great enthusiasm that we extend an invitation to 

you to contribute to our upcoming Academic Guest Lecture Series hosted by [Your 

Institution/Department Name]. 

The lecture series aims to bring together distinguished scholars and professionals to share their 

expertise on relevant topics in [specific field or theme]. We believe your insights on [specific 

topic or theme] would be incredibly valuable to our community. 

The event is scheduled for [date] at [time], to be held at [venue/location]. We envision a [format, 

e.g., lecture, interactive discussion] followed by a Q&A session to foster engaging dialogue. 

Should you accept our invitation, we would be delighted to cover your travel expenses and 

accommodations. Furthermore, we will ensure that you have all the necessary support for a 

successful presentation. 

Please let us know your availability for this event, and feel free to reach out with any questions 

you may have. We sincerely hope you will consider this opportunity to share your knowledge 

and expertise. 

Thank you for considering our invitation. We look forward to your positive response. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Institution/Department]  

[Your Contact Information]  

[Your Institution's Address] 


