
Collaboration Letter for Guest Speaker 

Date: [Insert Date] 

To: [Insert Name] 

[Insert Title] 

[Insert Organization/Team Name] 

[Insert Organization/Team Address] 

Dear [Insert Name], 

We hope this message finds you well. On behalf of [Your Organization/Team Name], we are 

excited to propose a collaboration opportunity that we believe will greatly benefit our 

community. 

We are hosting an upcoming event on [Insert Date] aimed at [describe the purpose of the event, 

e.g., inspiring young athletes, promoting teamwork]. We would be honored to have you as a 

guest speaker to share your experiences and insights on [specific topic related to sports]. 

Your expertise and passion for [specific sport or theme] would serve as an inspiration to our 

attendees. We anticipate an audience of [insert number of audience members] and believe your 

participation will elevate the event. 

If you are interested, we would love to discuss this collaboration further and work out the details 

regarding your availability and any requirements you may have. 

Thank you for considering this opportunity. We look forward to the possibility of working 

together to inspire our community. 

Warm regards, 

[Your Name] 

[Your Title] 

[Your Organization/Team Name] 

[Your Contact Information] 


