
Invitation to Speak at Our Library Event 

Dear [Speaker's Name], 

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

[Library Name]. We are excited to announce our upcoming event, "[Event Title]," scheduled for 

[Date] at [Location]. This event aims to [briefly describe the purpose of the event, e.g., promote 

literacy, encourage community engagement, etc.]. 

Given your expertise in [Specific Topic/Field] and your notable work in [briefly mention 

achievements or works], we would be honored to have you as our keynote speaker. Your insights 

and experiences would greatly enrich the event and inspire our attendees. 

We anticipate an audience of [expected number of attendees] consisting of [describe audience, 

e.g., community members, students, etc.]. The event will include [mention any relevant activities 

like Q&A sessions, book signings, etc.]. 

Please let us know if you would be interested in collaborating with us for this special occasion. 

We can discuss your speaking fee and any logistical arrangements necessary to accommodate 

your participation. 

Thank you for considering our invitation. We look forward to the possibility of your contribution 

to our event. 

Warm regards, 

[Your Name] 

[Your Position] 

[Library Name] 

[Contact Information] 


