
Request Letter for Industry Expert Speaker 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to you on behalf of [Your Organization] to request your esteemed presence as a 

guest speaker at our upcoming event, [Event Name], which is scheduled to take place on [Date] 

at [Venue]. Our event aims to [briefly describe the purpose of the event, e.g., explore industry 

trends, educate attendees, etc.], and we believe your expertise in [specific area of expertise] 

would greatly benefit our audience. 

We anticipate an audience of [number of attendees] professionals from various sectors, all eager 

to learn from thought leaders like yourself. We would be honored if you would accept our 

invitation to share your insights on [specific topic]. Your participation would not only enhance 

the quality of our event but also inspire attendees. 

If you are available, we would be thrilled to discuss the details further and accommodate any 

requirements you may have. Thank you for considering our request, and I hope to hear from you 

soon. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


