
[Your Name] 

[Your Position] 

[Your Institution] 

[Your Institution Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Speaker's Name] 

[Speaker's Title] 

[Speaker's Institution/Organization] 

[Speaker's Address] 

[City, State, Zip Code] 

Dear [Speaker's Name], 

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

Institution]. We are currently organizing an academic lecture series focused on [topic of the 

lecture series], and we would be honored to have you as a guest speaker. 

Your expertise in [specific area of the speaker's expertise] would greatly benefit our audience of 

[describe audience, e.g., students, faculty, etc.]. We are aiming to hold this lecture on [proposed 

date], and we can adjust the timing to fit your schedule. 

Please let us know if you would be interested in joining us for this event. We would be happy to 

provide any additional information you may need. 

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

to [Your Institution]. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Institution] 


