
Letter of Introduction for Guest Speaker 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally introduce our guest speaker for the 

upcoming [Event Name] on [Event Date]. We are thrilled to welcome [Speaker's Name], 

[Speaker's Title/Position], who is renowned for [briefly describe the speaker's expertise or 

contributions to the industry]. 

With a background in [insert relevant background information], [Speaker's Name] has made 

significant contributions to [mention specific achievements or projects]. We believe that 

[he/she/they] will offer invaluable insights into [topic of discussion]. 

We are excited for you to hear [Speaker's Name] share [his/her/their] experiences and 

perspectives. Please join us in making [him/her/them] feel welcomed at [Event Location]. 

Thank you for your attention, and we look forward to an inspiring event. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


