
Letter for Guest Speaker Collaboration 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position] at [Your 

Organization/School Name]. We are always looking for ways to enhance the learning 

experiences of our students and believe that collaborating with esteemed professionals like 

yourself can provide invaluable insights. 

We would be honored to have you as a guest speaker at our school. Your expertise in [Speaker's 

Field/Topic] would greatly inspire our students and enrich their understanding of [Relevant 

Subject]. We would like to propose a session on [Proposed Date/Time] at [Location]. However, 

we are more than happy to accommodate your schedule. 

Please let us know if you would be available for this opportunity. We are excited about the 

possibility of collaborating with you to create an engaging and educational experience for our 

students. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization/School Name] 

[Your Contact Information] 


