
Request for Keynote Speaker 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

[Speaker's Name] 

[Speaker's Title] 

[Speaker's Organization] 

[Speaker's Address] 

[City, State, Zip Code] 

Dear [Speaker's Name], 

I am writing to formally invite you to be a keynote speaker at our upcoming event, [Event 

Name], which will take place on [Event Date] at [Event Venue]. This event aims to [briefly 

describe the purpose and focus of the event]. 

As a leader in [Speaker's Field/Industry], your insights and experiences would greatly benefit our 

audience, which consists of [describe the audience]. We believe your contribution would inspire 

and engage all participants. 

The event is expected to attract [number] attendees, including [target audience such as 

professionals, students, etc.], and will feature various activities including workshops, lectures, 

and networking opportunities. 

We would be honored if you could speak for approximately [duration] on [proposed topic]. We 

can provide travel accommodations and an honorarium for your participation. 

Please let us know your availability for this event. We are enthusiastic about the possibility of 

collaborating with you and hope to hear from you soon. 

Thank you for considering our request. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 


