
Follow-Up Letter for Educational Lecture 

Announcement 

Dear [Guest Speaker's Name], 

Thank you for agreeing to speak at our upcoming event, "[Event Title]," scheduled for [Date] at 

[Location]. We are thrilled to have you share your insights on [Topic]. Your expertise will 

undoubtedly enrich our program. 

This lecture aims to [briefly describe the goals of the event]. We expect an audience of [expected 

number of attendees], including [describe audience]. 

Please let us know if you require any specific arrangements, such as audiovisual equipment or 

materials you would like to distribute. Additionally, if you could send us a brief bio and a photo, 

we would love to include that in our promotional materials. 

Thank you once again for your invaluable contribution. We look forward to your presentation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


