
Request for Guest Speaker 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization/School] 

[Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Guest Speaker's Name], 

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

[Your Organization/School]. We are currently gearing up for an event that aims to inspire and 

educate our athletes and students about the importance of sportsmanship, motivation, and 

teamwork. 

We would be honored to have you as our guest speaker at our [event name, e.g., annual sports 

day] on [date] at [venue/location]. Your experience and insights as a distinguished athlete would 

provide valuable lessons and inspiration to our community. 

The event will be attended by [describe audience, e.g., students, parents, and local sports 

enthusiasts], and we anticipate around [expected number of attendees] participants. If you are 

available, we would greatly appreciate it if you could share your journey and the pivotal 

moments that shaped your career in sports. 

We understand that your time is valuable, and we would be happy to accommodate your 

schedule as best as we can. Please let us know if you would be interested in this opportunity, and 

we can discuss the details further. 

Thank you for considering our request. We look forward to the possibility of welcoming you to 

our event. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Organization/School] 


