
Request for Keynote Speaker 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

Dear [Speaker's Name], 

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

[Your Organization]. We are organizing the [Name of the Industry Summit] scheduled for [Date] 

at [Location]. This event aims to bring together industry leaders, innovators, and professionals to 

discuss [topics or themes of the summit]. 

We would be honored to have you as our keynote speaker. Your expertise in [Speaker's Area of 

Expertise] and your contributions to [specific achievements or topics] would provide invaluable 

insights to our attendees. 

We anticipate an audience of [number of attendees] from various sectors, including [list relevant 

sectors]. Your participation would not only enrich the discussions but also inspire budding 

professionals in the industry. 

If you are available, we would love to discuss this opportunity further and accommodate any 

requirements you may have. Please let us know your availability for a brief call or meeting at 

your earliest convenience. 

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

[Name of the Industry Summit]. 

Warm regards, 

[Your Name] 

[Your Position] 



[Your Organization] 


