
Inquiry for Virtual Guest Speaker 

Date: [Insert Date] 

Dear [Speaker's Name], 

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

Institution/Organization]. We are currently organizing a virtual event focused on [Event Topic], 

and we believe that your expertise in [Speaker's Area of Expertise] would greatly benefit our 

audience. 

We would be honored if you could join us as a guest speaker. The event is scheduled for [Event 

Date] from [Start Time] to [End Time], and will be conducted via [Platform/Software]. Your 

insights on [Specific Topic] would be invaluable, and we would love to hear your thoughts. 

Please let us know your availability and any requirements you may have for participating in our 

event. We are happy to accommodate your preferences to make this a smooth experience for 

you. 

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

with you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Your Contact Information] 


