
[Your Name]  

[Your Position]  

[Your Institution/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Institution/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

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

to deliver a guest lecture at [Your Institution/Organization] on 

[specific topic or theme], scheduled for [date and time].  

We believe that your expertise in [recipient's area of expertise] would 

greatly enrich our program and provide valuable insights to our 

students/faculty. The lecture will be followed by a Q&A session, allowing 

participants to engage with you directly.  

Please let us know your availability for this event, as well as any 

requirements you may have. We are happy to accommodate your needs to 

ensure a successful lecture.  

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

possibility of welcoming you to [Your Institution/Organization].  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Institution/Organization] 


