
Approval Letter 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

 

[Guest Speaker's Name] 

[Guest Speaker's Title] 

[Guest Speaker's Organization] 

[Guest Speaker's Address] 

[City, State, Zip Code] 

 

Subject: Approval for Guest Speaker Invitation 

Dear [Guest Speaker's Name], 

We are pleased to inform you that your participation as a guest speaker for our upcoming event 

on [Event Date] has been officially approved. We are excited about the opportunity to host you 

and believe that your expertise will greatly enrich our program. 

The event will take place at [Event Location], starting at [Event Time]. We expect an audience of 

approximately [Number of Attendees]. During your session, you will have the opportunity to 

share your insights on [Topic]. 

Please let us know if you require any additional information or if there are specific arrangements 

you need us to make prior to your arrival. 

Thank you for your willingness to share your knowledge and experience. We look forward to 

your confirmation and to a successful event. 



 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


