
Invitation to Speak 

Dear [Speaker's Name], 

We hope this message finds you well. On behalf of [Your Organization/Institution Name], I am 

pleased to extend an invitation to you to be a guest speaker at our [event name], scheduled for 

[date] at [location]. 

The theme of this event is [theme/topic], and we believe that your expertise in [specific area] 

would provide invaluable insights to our audience. We anticipate approximately [number] 

attendees, including [target audience]. 

Your participation would greatly enhance the quality of the event, and we would be honored to 

have you share your knowledge and experiences with us. Please let us know your availability for 

this occasion. 

Looking forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization/Institution Name] 

[Contact Information] 


