
Subject: Invitation to Speak at [Event Name] 

Dear [Guest Speaker's Name], 

I hope this message finds you well.  

We are thrilled to invite you as a guest speaker for our upcoming [Event 

Name] scheduled for [Date] at [Location/Virtual Platform]. This event 

aims to [briefly describe the purpose of the event and its audience]. 

Given your expertise in [relevant field/topic], we believe your insights 

on [specific topic or theme] would greatly benefit our attendees.  

Details of the event: 

- Date: [Date] 

- Time: [Start Time] to [End Time] 

- Venue: [Location/Virtual Platform] 

- Audience: [Brief description of the audience] 

We would be honored if you could share your knowledge and experiences 

during a [length of talk] minute presentation followed by a Q&A session.  

Please let us know your availability, and if you have any specific 

requirements or topics you would like to discuss. 

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

possibility of welcoming you to [Event Name]. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


