
Request for Attendance at Educational 

Seminar 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Organization/Institution Name] 

[Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your attendance at the 

upcoming educational seminar titled "[Seminar Title]" scheduled to take place on [Date] at 

[Location]. This seminar aims to [briefly explain the purpose of the seminar]. 

Your presence would greatly contribute to the discussions and provide valuable insights to all 

attendees, given your expertise in [mention relevant experience or field]. 

Please let me know if you are able to attend, as I would be happy to provide any additional 

information you might need. 

Thank you for considering this invitation. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization/Institution Name] 

[Your Contact Information] 


