
[Your Name]  

[Your Title/Position]  

[Your Organization/Institution]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Recipient's Organization/Institution]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to invite you to 

participate in the upcoming PBS (Professional Business Society) 

presentation scheduled for [date] at [location].  

The theme of this presentation will be [specific theme/topic], and we 

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

contribute to the discussion. We anticipate a gathering of professionals 

who are keen on advancing their knowledge and skills in this area. 

The presentation will take place from [start time] to [end time], and we 

would be honored if you could join us as a speaker/panelist. Your 

insights and experiences would provide invaluable perspectives for our 

audience. 

Please let us know your availability for this event by [RSVP deadline]. 

Should you require any additional information or have any questions, feel 

free to reach out to me directly at [your phone number] or [your email 

address].  

Thank you for considering this opportunity. We look forward to the 

possibility of your participation. 

Warm regards,  

[Your Name]  

[Your Title/Position]  

[Your Organization/Institution] 


