
Letter of Acknowledgment 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Guest Speaker's Name] 

[Guest Speaker's Position] 

[Guest Speaker's Organization] 

[Guest Speaker's Address] 

[City, State, Zip Code] 

 

Dear [Guest Speaker's Name], 

On behalf of [Your Organization], I would like to express our sincere gratitude for your 

remarkable contribution as a guest speaker at [Event Name] held on [Event Date]. Your insights 

on [Topic/Subject] were not only enlightening but also greatly engaging to our audience. 

We appreciate the time and effort you put into preparing your presentation, and the valuable 

perspective you shared with us. It has certainly inspired many and fostered an environment of 

learning and growth. 

Thank you once again for your generosity and support. We hope to have the opportunity to 

collaborate with you in future events. 



Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


