
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Speaker's Name]  

[Speaker's Title]  

[Speaker's Organization]  

[Organization's Address]  

[City, State, Zip Code]  

Dear [Speaker's Name],  

I hope this message finds you well. My name is [Your Name], and I am 

[your position or affiliation, e.g., a student at XYZ University, a 

member of ABC Organization]. I am reaching out to express my interest in 

having you as a guest speaker for [event or occasion, e.g., our upcoming 

seminar on industry innovations]. 

We have been following your work on [briefly mention the speaker's 

expertise, accomplishments, or relevant work], and we believe that your 

insights would greatly benefit our audience of [describe the audience, 

e.g., students, professionals in the field, etc.]. Your perspective on 

[specific topic or theme] would provide valuable knowledge and stimulate 

insightful discussions. 

The event is scheduled for [date] at [location], and we anticipate an 

audience of approximately [number of attendees]. We would be honored if 

you could join us and share your experiences. Additionally, we would be 

happy to accommodate any specific needs you may have regarding travel, 

lodging, or an honorarium. 

Thank you for considering our invitation. I look forward to the 

possibility of welcoming you as our guest speaker. Please feel free to 

reach out to me at [your phone number] or [your email] if you have any 

questions or require further information. 

Warm regards,  

[Your Name]  

[Your Position/Organization] 


