
Formal Invitation to Speak at Our 

Conference 

Date: [Insert Date] 

Dear [Speaker's Name], 

We are pleased to invite you to be a keynote speaker at our upcoming conference, [Conference 

Name], scheduled to take place on [Conference Dates] at [Location]. 

Your expertise in [Speaker's Area of Expertise] would be invaluable to our participants, and we 

believe your insights on [Specific Topic] would greatly enrich our program. 

Please find attached the conference agenda and details regarding travel and accommodation 

arrangements. 

We would be honored to have you join us and share your knowledge with our audience. 

Kindly confirm your participation by [RSVP Deadline]. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


