
Invitation to be a Guest Speaker 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Organization Address] 

[City, State, Zip Code] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Organization] 

[Organization Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are excited to invite you to be a guest speaker at our upcoming networking event, "[Event 

Title]," scheduled for [Event Date] at [Event Location]. This event aims to bring together 

industry leaders, professionals, and aspiring individuals to foster meaningful connections and 

engage in insightful discussions. 

Your expertise in [Relevant Topic/Field] would greatly enhance our event, and we believe that 

your presence would inspire attendees to explore new ideas and opportunities. 

We would be honored if you could join us for a [Duration] session, sharing your insights on 

[Specific Topic]. A Q&A session will follow your presentation to allow attendees to engage 

directly with you. 

Please let us know your availability. We would be more than happy to accommodate any specific 

requirements you might have. 

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

you as our esteemed guest speaker. 

Warm regards, 



[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


