
Request for Panel Participation 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to invite you to participate as a panelist in our 

upcoming event, [Event Name], scheduled for [Date] at [Location]. The theme of this year's 

event is [Theme/Topic], and we believe your expertise in [Recipient's Area of Expertise] would 

greatly enrich the discussions. 

The panel will consist of [Number] speakers, and topics will include [List of Topics]. We expect 

a diverse audience of [Describe Audience], and our aim is to foster an engaging dialogue around 

these important issues. 

Please let us know your availability for this event at your earliest convenience. Should you have 

any questions or need further details, feel free to contact me at [Your Phone Number] or [Your 

Email]. 

Thank you for considering this opportunity. We would be honored to have you as part of our 

panel. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


