
[Your Name]  

[Your Position]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Guest Speaker's Name]  

[Guest Speaker's Position]  

[Guest Speaker's Organization]  

[Guest Speaker's Address]  

[City, State, Zip Code]  

Dear [Guest Speaker's Name],  

I hope this letter finds you well. I am writing to formally invite you to 

be a guest speaker at [Event Name], which will be held on [Date] at 

[Location]. This event aims to [briefly describe the purpose of the event 

and its significance]. 

We believe that your expertise in [Guest Speaker's Area of Expertise] and 

your contributions to [specific field or topic] would greatly benefit our 

audience and inspire meaningful discussions. 

The event will commence at [Start Time] and culminate with a Q&A session. 

We would be honored if you could join us and share your insights on 

[specific topic or theme related to the event]. 

Please let us know your availability, and do not hesitate to reach out 

for any additional information. We sincerely hope you can accept this 

invitation. 

Thank you for considering our request, and we look forward to the 

possibility of welcoming you as our guest speaker. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Organization's Website, if applicable] 


