
Letter of Introduction 

Date: [Insert Date] 

To Whom It May Concern, 

I am writing to formally introduce myself as a speaker at the upcoming [Conference Name] 

scheduled for [Dates] at [Location]. My name is [Your Name], and I am [Your Position] at [Your 

Institution/Organization]. 

My presentation, titled "[Title of Presentation]," will focus on [brief description of the 

presentation topic]. I aim to provide valuable insights while fostering discussions on [relevant 

subject matter]. 

With a background in [Your Field/Area of Expertise] and extensive experience in [relevant 

experience], I look forward to contributing to the conference's objectives and engaging with 

fellow participants. 

Thank you for the opportunity to share my research. Please feel free to reach out if you need any 

additional information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Institution/Organization] 

[Email Address] 

[Phone Number] 


