
Invitation to Be a Guest Speaker 

Dear [Speaker's Name], 

We are excited to invite you to be a guest speaker at our upcoming board educational program 

scheduled for [Date] at [Location]. Your expertise in [Speaker's Field/Area of Expertise] would 

be invaluable to our attendees and significantly enrich the learning experience. 

The theme of our program is "[Program Theme]", and we believe that your insights and 

experiences would greatly benefit our audience of [Target Audience]. We would be honored if 

you could share your knowledge through a presentation followed by a Q&A session. 

The event will take place from [Start Time] to [End Time], and we anticipate an audience of 

approximately [Number of Attendees]. We will provide you with all necessary arrangements, 

including travel and accommodation if required. 

If you are available, please let us know at your earliest convenience. We would be thrilled to 

collaborate with you and look forward to the possibility of your involvement in our educational 

program. 

Thank you for considering our invitation. 

Warm regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


