
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Speaker's Name]  

[Speaker's Title/Organization]  

[Speaker'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] at [Your Organization]. We are thrilled to be organizing 

a motivational luncheon scheduled for [date] at [venue/location]. The 

theme of this event is [theme], which aligns perfectly with the work you 

have passionately delivered throughout your career.  

We have a diverse audience of [describe audience, e.g., community 

leaders, young professionals, etc.], all eager to gather insights and 

wisdom that can inspire and empower them. Given your remarkable 

experience in [briefly mention speaker's expertise or achievements], we 

are convinced that your voice would resonate deeply with our attendees. 

We would be honored to have you as our keynote speaker. We envision your 

talk covering [specific topics or insights you'd like the speaker to 

address], followed by a Q&A session to allow for deeper engagement. The 

luncheon will not only provide an opportunity for professional networking 

but also an enriching experience for everyone involved. 

Please let us know your availability for this date, and we would be more 

than happy to discuss this further with you and answer any questions you 

might have. We look forward to the possibility of collaborating with you 

for an inspiring event. 

Thank you for considering our invitation. 

Warm regards, 

[Your Name]  

[Your Title]  

[Your Organization] 


