
Keynote Speaker Engagement Letter 

Date: [Insert Date] 

[Speaker's Name] 

[Speaker's Address] 

[City, State, Zip Code] 

Dear [Speaker's Name], 

We are thrilled to invite you to be the keynote speaker at our upcoming virtual event, [Event 

Name], scheduled for [Event Date]. Your expertise in [Specific Topic or Field] makes you an 

ideal candidate to inspire and engage our audience. 

The theme of the event is [Event Theme], and we believe your insights on [Keynote Topic] will 

greatly enrich the experience for our attendees. 

Details of the event are as follows: 

• Date: [Event Date] 

• Time: [Event Time, Include Time Zone] 

• Platform: [Virtual Platform, e.g., Zoom, Webex] 

• Duration: [Duration of the Keynote] 

We would love for you to deliver a talk of approximately [Duration, e.g., 30-45 minutes], 

followed by a Q&A session. Our team will provide all necessary support in terms of tech setup 

and promotional materials. 

Please let us know your availability and if you would like to discuss any specific topics or 

requirements. We are excited about the possibility of your participation in this event. 

Thank you for considering our invitation. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


