
Request for Public Speaking Presentation at 

Panel Discussion 

Date: [Insert Date] 

To: [Recipient's Name] 

Organization: [Recipient's Organization] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

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

public speaker, educator, etc.]. I am writing to request the opportunity to participate as a speaker 

at the upcoming panel discussion titled "[Panel Discussion Title]," scheduled for [Date of Event] 

at [Location]. 

As an expert in [Your Field/Area of Expertise], I believe my insights on [Specific Topic] would 

contribute significantly to the discussion and engage the audience effectively. My experience 

includes [Briefly describe your experience or credential], and I am eager to share my 

perspectives with fellow panelists and attendees. 

Please let me know if there are any formal procedures I should follow to be considered for this 

opportunity. I am looking forward to the possibility of collaborating and contributing to this 

important dialogue. 

Thank you for considering my request. I hope to hear from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


