
Academic Presentation Scheduling Request 

Date: [Insert Date] 

To: [Recipient's Name] 

[Museum Name] 

[Museum Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request scheduling for an academic 

presentation at [Museum Name] related to [Brief Description of the Topic]. I believe this 

presentation will be beneficial in highlighting [Key Points of Interest]. 

We are looking to host the presentation on [Proposed Date] at [Proposed Time]. However, we 

are flexible and willing to coordinate with the museum's schedule. The expected duration of the 

presentation will be approximately [Duration] minutes, followed by a Q&A session. 

Please let me know if this can be accommodated, or if there are other dates and times that would 

work better for you. I look forward to your positive response. 

Thank you for your consideration! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution] 

[Your Contact Information] 


