
[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Title] 

[University Name] 

[University Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. My name is [Your Name], and I am [a brief introduction 

about yourself and your background]. I am writing to formally request the opportunity to speak 

at an upcoming seminar at [University Name] on the topic of [specific topic you wish to 

address]. 

Given my experience in [relevant experience or qualifications], I believe that I can provide 

valuable insights to the students and faculty at your esteemed university. I am particularly 

passionate about [explain your motivation related to the topic], and I feel that engaging 

discussions on this subject can greatly benefit the attendees. 

I would be honored to share my knowledge and experiences on [specific topic] and to foster an 

interactive dialogue that encourages student participation. I am flexible with scheduling and can 

adapt my presentation to fit your seminar's timeline. 

Thank you for considering my request. I look forward to the possibility of collaborating with 

[University Name] to inspire and educate students. Please feel free to contact me at your earliest 

convenience to discuss this further. 

Sincerely, 

[Your Name] 


