
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

with a passion for [Your Area of Expertise]. I am reaching out to inquire about the possibility of 

participating as a speaker on the panel discussion at [Event/Conference Name] scheduled for 

[Date]. 

Having extensive experience in [briefly describe your relevant experience or background], I 

believe I could contribute valuable insights on [specific topics or themes of the panel discussion]. 

I am particularly interested in [mention any specific aspects of the discussion or audience you 

hope to engage with]. 

Please let me know if you would be open to discussing this opportunity further. I am happy to 

provide any additional information you may need. 

Thank you for considering my inquiry. I look forward to the possibility of collaborating with 

you. 

Warm regards, 

[Your Name] 

[Your Title/Position] 



[Your Organization] 


