
[Your Institution's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Institution/Organization]  

[Complete Address]  

Dear [Recipient's Name],  

Subject: Invitation to Seminar on [Seminar Topic]  

We are pleased to invite you to attend our upcoming seminar on [Seminar 

Topic] organized by [Your Institution/Department] on [Date] at 

[Venue/Location]. The seminar aims to [briefly outline the purpose or 

goal of the seminar].  

Details of the Seminar:  

- Date: [Date]  

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

- Venue: [Venue/Location]  

- Keynote Speaker: [Speaker's Name, Title, Organization]  

- Agenda:  

 1. [Session Title/Topic] - [Speaker Name]  

 2. [Session Title/Topic] - [Speaker Name]  

 3. [Session Title/Topic] - [Speaker Name]  

We would be honored to have your presence and contribution to the 

discussions. Please RSVP by [RSVP Deadline] to [Contact Information].  

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

you to what promises to be an enlightening event.  

Warm regards,  

[Your Name]  

[Your Position]  

[Your Institution/Department]  

[Your Contact Information] 


