
Invitation to Speak at Our Annual Private School 

Conference 

Dear [Guest Speaker's Name], 

On behalf of [School Name], it is my pleasure to invite you as a distinguished guest speaker at 

our upcoming Annual Private School Conference scheduled for [Date] at [Location]. 

Your expertise in [Guest Speaker's Area of Expertise] and your contributions to [Specific 

Achievements or Relevant Work] have greatly inspired educators and students alike. We believe 

your insights would offer invaluable perspectives to our attendees. 

The theme for this year's conference is "[Conference Theme]," and we would be honored if you 

could deliver a keynote address on [Proposed Topic]. The event will bring together educational 

leaders, administrators, and passionate educators from various institutions. 

Our conference will take place from [Start Time] to [End Time], and we anticipate a lively 

exchange of ideas and best practices in education. We would be delighted to cover your travel 

and accommodation expenses, and a modest honorarium will be provided as a token of our 

appreciation. 

We sincerely hope you will consider this invitation. Please let us know your availability by 

[RSVP Deadline]. Should you have any questions or require further information, feel free to 

reach out to me directly at [Your Contact Information]. 

Thank you for considering our invitation, and we look forward to the possibility of welcoming 

you to [School Name]. 

Warm regards, 

[Your Name] 

[Your Title] 

[School Name] 

[School Address] 

[School Website] 


