
Formal Speaker Invitation Request 

Dear [Speaker's Name], 

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

Organization]. We are hosting [Event Name] on [Event Date] at [Event Location]. The event 

aims to [briefly describe the purpose of the event]. 

We would be honored if you could join us as a featured speaker to share your insights on 

[specific topic]. Your expertise in [relevant field] would provide immense value to our attendees 

and contribute to the success of the event. 

The event will bring together [describe target audience], and we believe your participation would 

significantly enrich the experience. 

Please let us know your availability for this event. We would be happy to accommodate your 

schedule as needed. 

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

Sincerely, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information]  

[Your Organization's Website] 


