
Invitation to Deliver a Keynote Address 

Date: [Insert Date] 

Dear [Speaker's Name], 

I hope this message finds you well. My name is [Your Name] and I am [Your Position] at [Your 

Organization]. We are hosting [Event Name] on [Event Date] at [Event Location]. 

We are eager to have you deliver a keynote motivational address at our event. Your work in 

[specific field or expertise] has inspired many and we believe your insights would greatly benefit 

our audience. 

The theme of our event is [Insert Theme], and we would be honored to have you share your 

experiences and motivate our attendees. The keynote address is scheduled for [Insert Time] and 

will last approximately [Insert Duration]. 

We are open to discussing any logistical details, including travel and accommodation 

arrangements, at your convenience. Please let us know if you are available to join us. 

Thank you for considering this opportunity. We look forward to the possibility of welcoming 

you as our keynote speaker. 

Sincerely, 

[Your Full Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


