
Letter of Request for Collaboration 

Date: [Insert Date] 

To, 

[Speaker's Name] 

[Speaker's Title/Position] 

[Organization/Institution Name] 

[Address] 

[City, State, Zip Code] 

Dear [Speaker's Name], 

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

Organization]. We are excited to be organizing an upcoming seminar titled "[Seminar Title]," 

scheduled for [Date] at [Location]. 

We believe that your expertise in [Speaker's Field/Industry] would significantly enrich our event. 

We would be honored if you could join us as a key speaker. Your insights on [Specific Topic] 

would be invaluable to our audience, composed of [Audience Description]. 

We are enthusiastic about the possibility of collaborating with you for this seminar and would 

love to discuss the details further, including your availability, session length, and any specific 

requirements you may have. 

Thank you for considering our request. We hope to hear from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Phone Number] 

[Your Email Address] 


