
Invitation to Chair a Session at the Upcoming 

Academic Conference 

Dear [Recipient's Name], 

We are pleased to invite you to serve as a session chair for the [Name of Conference], taking 

place on [Dates] at [Location]. Your expertise in [Field/Area of Expertise] makes you an ideal 

candidate for this role. 

As a session chair, you will be responsible for: 

• Facilitating discussions among presenters. 

• Ensuring that the session adheres to the scheduled timeline. 

• Engaging with the audience during Q&A sessions. 

The conference theme is [Theme], and we believe your insights will greatly contribute to the 

success of the event. 

If you accept this invitation, we will provide you with further details regarding the schedule and 

session topics. 

We look forward to your positive response. 

Warm regards, 

[Your Name] 

[Your Title] 

[Conference Organizer/Institution] 

[Contact Information] 


