
Inquiry for Speakers 

Date: [Insert Date] 

To: [Insert Recipient's Name] 

[Insert Recipient's Title] 

[Insert Recipient's Organization] 

[Insert Recipient's Address] 

Dear [Recipient's Name], 

We are excited to announce our upcoming educational seminar titled "[Insert Seminar Title]" 

scheduled for [Insert Date] at [Insert Location]. The seminar aims to explore [Insert Seminar 

Topics/Goals]. 

We are currently in the process of identifying speakers who can bring valuable insights and 

expertise to our audience. Given your experience in [Insert Recipient's Area of Expertise], we 

would be honored to have you as a speaker at our event. 

Please let us know your availability and interest in participating. We would love to discuss this 

further and address any questions you may have. 

Thank you for considering our invitation. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


