
Speaker Introduction Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally introduce you as a featured speaker 

at our upcoming corporate event, [Event Name], which will take place on [Event Date] at [Event 

Location]. 

Your extensive experience in [Speaker's Area of Expertise] and your role as [Speaker's Current 

Position] at [Speaker's Company] makes you an ideal speaker for our audience. Attendees will 

greatly benefit from your insights on [Specific Topic or Theme of the Presentation]. 

We anticipate that your presentation will spark meaningful discussions and engage our attendees, 

as we aim to foster a culture of learning and innovation within our organization. 

We look forward to your participation at [Event Name] and are excited to showcase your 

contributions to our team. 

Thank you for considering this opportunity. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


