
[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally invite you to participate in a 

thematic panel discussion titled "[Panel Discussion Theme]" scheduled for [Date] at 

[Location/Platform]. 

The discussion aims to bring together thought leaders to address [brief explanation of the topic] 

and explore innovative solutions. Your expertise in [specific area of expertise] would greatly 

enrich the conversation. 

We expect the event to [describe the purpose of the event, e.g., foster collaboration, share 

knowledge, etc.]. Your participation would not only provide valuable insights but also inspire 

many attendees. 

If you are available, we would love to discuss this further and make the necessary arrangements 

to accommodate you. Please let us know your availability for a brief call in the coming days. 

Thank you for considering this invitation. I look forward to your positive response. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Organization] 


