
Event Presentation Invitation 

Date: [Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Invitation to Present at [Event Name] 

Dear [Recipient's Name], 

I am pleased to invite you to present at the upcoming [Event Name], scheduled for [Date] at 

[Location]. This notable event will bring together [audience description] to discuss and explore 

[event theme or focus]. 

As a recognized leader in [Recipient's field/industry], your insights and expertise would greatly 

enrich our program. We believe your presentation on [specific topic] would captivate our 

audience and inspire meaningful discussions. 

Please find the details of the event below: 

• Date: [Event Date] 

• Time: [Start Time - End Time] 

• Location: [Event Venue] 

• Expected Audience: [Audience Size/Type] 

We hope you will consider this opportunity, and we encourage you to share your knowledge and 

experiences at [Event Name]. Please let us know your availability by [RSVP Date]. 

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

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


