
Dear [Recipient's Name], 

We are pleased to invite you to serve as a member of the academic committee for the 

[Conference Name], which will take place on [Date] at [Location]. Your expertise in 

[Field/Area] would make a valuable contribution to our event. 

The main responsibilities of committee members include:  

• Reviewing submitted papers and presentations 

• Participating in committee meetings prior to the conference 

• Assisting in shaping the conference agenda 

Your participation would not only enhance the quality of our conference but also provide a 

platform for you to network with fellow academics and practitioners in your field. 

Please confirm your willingness to serve on the committee by [RSVP Deadline]. If you have any 

questions, feel free to reach out to us at [Contact Information]. 

Thank you for considering this opportunity. We look forward to your positive reply. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Institution] 

[Your Contact Information] 


