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How to write a formal invitation letter for a guest speaker

How do i write a guest speaker invitation. How to write a letter of invitation to a guest speaker. Guest speaker invitation letter example. How do i write a guest speaker invitation letter.

If you are part of an organization, school, or institution and have hired a guest speaker to come speak to your group, you will want to send the speaker a Letter of Invitation for Guest Speaker. This letter can be very helpful for the speaker in terms of knowing what the theme of the event will be, the itinerary for the event, and any additional
information they may need to know.A Letter of Invitation for Guest Speaker template can be downloaded below.To write a Letter of Invitation for Guest Speaker, include the following information:Your organization's professional letterhead (either digitally or by print).Today's date.Your name, title, and the organization's mailing address.The speaker's
name, title, and mailing address.Opening salutation to the speaker.Begin the letter by thanking the speaker again for accepting your invitation to your [upcoming name of event].Briefly reiterate the purpose and goal for this event.Provide a brief itinerary of what will occur during the event.Describe any additional documents or passes they will need to
print out ahead of time.Close the letter by providing the speaker a way to contact you should they have any questions.Your name, title, and signature. Dear Doctor Nye,Thank you again for providing your expertise at the University of California's upcoming symposium, "New Widgets of the Next Century," on January 31st from noon to 4 pm. This
gathering will be a joint effort between all the academic departments of our prestigious university and led by our esteemed Chancellor, Bunsen Honeydew.The itinerary for the symposium is as follows:Opening greeting by the Chancellor;A look at the current widgets in our society;How will those widgets adapt with the next century?;Our current
student-led research on developing new and exciting widgets.You will be speaking during our third panel, along with two other professors from our Technology department.Attached you will also find a parking permit for the day, directions to the auditorium, and a badge that will allow you to enter the guest lounge. Should you have any questions,
please do not hesitate to contact me at the phone number or email provided at the end of this letter. Again we are so grateful to have you attend our symposium and we look forward to meeting you.Best Regards,Beatrice CarmichealAssistant Chair(123) 456-7890beatrice(at)university.eduStill looking for a particular template? Take a look at the
related templates below: Getting a speaker to come to your conference or seminar to give a speech begins with a carefully crafted speaker letter of invitation. Start here! If you’re wondering how to invite someone to be a guest speaker at your event, we’ve got you covered! The perfect speaker invite letter will spark excitement in your first-choice
speaker and inspire them to accept your invitation promptly and enthusiastically. In this blog, we’ll detail everything you need to know about how to invite a guest speaker, from the earliest planning stages to drafting a formal speaker invitation letter. Once you have a completed, tiered list of potential guest speakers, create a general timeline for
sending out your invitations. You should begin contacting potential speakers well in advance of your event, on the order of months or even a year beforehand. A phased approach is the wisest plan of action, and should look something like this: Send Out First Choice Invitations: Your first round of invitations should focus on your first-choice speakers.
For especially sought-after speakers, it is important to notify them of your interest early to better your chances of fitting into their busy schedule. Wait for Replies: Decide on a set window of time during which you will wait for replies from your first-choice speakers. As your designated window starts to come to a close, feel free to send a gentle nudge
to those who have not yet replied. If/when a speaker declines your invitation, send a gracious thank-you for considering it and move on. Assess & Send Out Second Choice Invitations: If a first-choice speaker replies to your invitation and accepts, congratulations! If not, once you've received responses from all your first-choice speakers, take a look at
your list of second-choice speakers and send invitations to them. Rinse & Repeat!: Once you’ve sent another batch of invitations, you’ll repeat the “wait and reply” process until you receive an acceptance. If you're lucky, you won’t have to look far beyond your first few second-choice speakers to get that exciting acceptance! It’s important to have a
realistic budget planned well in advance of sending your speaker invitations - after all, it would be tragic to get an acceptance from your first-choice speaker only to realize you can’t afford them! Do some research about the cost of hiring the speakers you're interested in and the typical price range for a speaking engagement of your type, length, and
topic. If you can offer additional perks to a potential speaker that may “sweeten the deal,” be sure to mention that to their agent or booker. The lists have been made, the timeline has been set and the budget has been squared away - you're ready to approach potential guest speakers! So, what’s the best way to do it? These days, email is the quickest
and most direct way to contact prospects and therefore tends to be the preferred method for many popular speakers. A guest speaker’s website may list an email address or have a fill form available to reach out regarding guest speaking opportunities. If an email address is listed, be sure to double-check who will be receiving the email, as it often will
not be the speaker themselves. Sought-after speakers usually have an agent, manager, or publicist handle inquiries rather than deal with them directly. Make sure you know the first and last name of the person on the other end of your email before addressing your letter to them - otherwise, a simple “To the [SPEAKER’S NAME] team,” will do just
fine! A guest speaker invitation should include information relevant to the speaker regarding the event and speaking opportunity. It’s important that the speaker understands why they might be a good fit for your event, and why it could be beneficial to add your event to their calendar of appearances. More than that, though, your first interaction with
a potential speaker should include the basics: What, when, where, and why.

Core Components of a Speaker Invitation: The name, date(s), and venue of the event The topic, theme or focus of the event Reasons why they would be an ideal speaker for your event Why it would benefit them How they can contact you Invitation to Speak at a Conference Template Below is a template for inviting a guest speaker that you may use to
invite speakers to your conference, seminar or other corporate event. For each area in [brackets], sub in the details of your event. Feel free to customize this template to include additional information or personalization as you see fit! Dear [SPEAKER], I hope this message finds you well! I'm reaching out today with an exciting speaking opportunity for
your consideration. I am honored to invite you to speak at [EVENT NAME], an event focused on [DESCRIPTION OF THE PURPOSE AND AUDIENCE OF YOUR EVENT.] The entire [EVENT NAME] team is enthusiastic about your work and feel you would be the perfect person to address our audience of like-minded professionals. [EVENT NAME] will
take place in [VENUE, INCLUDING CITY AND STATE] on [DATE(S)]. We are currently anticipating an audience of about [ATTENDEE ESTIMATE #]. Our goal is to [GOAL OF THE EVENT.] We believe your voice would be a critical addition to that conversation given your extensive work in [AREA OF EXPERTISE.] Your talk could be up to [#] minutes
on any themes or topics you're interested in - our team would be delighted to work with you in advance to hear your ideas and determine the particulars of your speech. Please let us know by [DATE] whether you may be interested in joining us at [EVENT NAME] as a highly-anticipated speaker. Thank you for your time and consideration, and we very
much look forward to hearing from you. Best, [NAME] [POSITION] [CONTACT INFORMATION] [EVENT WEBSITE] Inviting a Speaker for a Webinar If you are inviting a speaker to a webinar or other video-call-based event, it’s important to make that clear in your initial invite letter. In the example template above, you may modify the first line(s) of
the second paragraph like so: [EVENT NAME] is a virtual event that will take place on [DATE(S)]. Your speech would be streamed live to an audience of about [ATTENDEE ESTIMATE #] virtual attendees from all over the [STATE, NATION, WORLD, etc.] If you are inviting a guest speaker to be the keynote speaker at your event, your formal speaker
invitation letter should convey the prestige of that position. Be sure to state early in your letter that your organization would be honored to host you as the keynote speaker of your event and detail your appreciation for the speaker’s body of work. This is an ideal opportunity to express genuine admiration for specific papers the speaker has written or
previous speeches they’'ve delivered. Do not be overly effusive or casual, but do add some personalization to your invitation to help the reader see that you truly understand their unique impact on their area of expertise. Because the title of keynote speaker is typically held in high regard, make sure to state toward the end of your letter what
compensation, if any, your organization can offer the speaker, in addition to any other relevant perks, like travel and accommodation costs covered by your organization, meals covered, etc. You've found the perfect speaker - now what? Time to get them on stage at the Heritage Center! Our experienced team of event planners can help you mount an
extraordinary corporate event featuring your guest speaker. With our wide variety of event spaces, full suite of AV equipment and tech, and hands-on support throughout your event, you can rest assured that your conference or seminar will be one to remember! Contact us today to get started! When planning events, the speaker invitation letter is a
crucial element that organizers need to focus on to build the perfect conference program. The individuals who take the stage at your conference can make or break the entire event because they bring expertise, insight, and a unique perspective that can elevate your conference from good to exceptional. However, reaching out to potential panelists
and special guest speakers is not always an easy endeavor. The process requires a carefully crafted invitation letter that not only conveys the value of your event but also entices them to be a part of it. Here, we explore the art of creating a successful invitation letter for these distinguished participants, guiding you through the key considerations, best
practices, and essential elements of a well-structured conference program. Speaker invitation letter significance A well-crafted invitation letter for event guest speakers is more than just a formality; it’s the bridge that connects your conference with influential voices in the industry. This type of invitation is not for every session but is reserved for
critical moments, such as assembling panels or inviting renowned experts to share their knowledge. Ultimately, it’s an opportunity to bring thought leaders and innovators to your event, creating an atmosphere of knowledge exchange and networking that can have a lasting impact. We can’t stress enough the importance of personalization, so be sure
to tailor your formal invitation letter to each potential speaker. Address their specific accomplishments and why their insights would be invaluable to your event. Highlight how their participation will contribute to the overall conference experience. To give you a better idea of how to write an invitation letter, click here to see a sample guest speaker
invitation letter. Finding the right speaker Selecting the right speakers for your event is crucial. While you want amazing voices animating your event, you also need to consider practical implications like the fact that in 2023, speaker fees began outpacing event budgets. That’s why it’s a good idea to look beyond the obvious choices and consider
creative avenues for finding great speakers. You can also utilize event planning software with speaker management functionality to build your own speaker’s bureau. By using the software’s historical data from attendees’ surveys, you identify speakers who align with your audience’s preferences and interests. 5 Topics to include in your speaker
invitation letter 1. Your event goals and value proposition Before you can find the ideal panelist or speaker, clarify your event’s value proposition, goals, and objectives. This clarity is vital when introducing the event to potential speakers. To ensure you relay the right message, be sure to highlight what sets your conference apart and why it’s a must-
attend event. Likewise, communicate the benefits of speaking at your event, such as the opportunity to reach a highly targeted and engaged audience. Once you’ve identified the value proposition of your event, it’s time to craft the abstract. 2. Session abstract The session abstract is the window through which speakers glimpse the content and focus of
your event, so you need to guarantee that it’s clear, concise, and compelling. The key components of an abstract include a concise summary of the session, the main topics to be covered, and the takeaway value for attendees. After creating the draft, make sure it aligns with the overall theme of your event. Should you require assistance, you can use
event planning software with abstract management functionality to streamline the process and keep your team aligned. 3. Speaker benefits and recognition Convincing speakers to participate requires more than just a well-crafted invitation letter. More importantly, you must highlight the advantages they’ll gain, such as the opportunity to network
with other industry leaders, gain exposure to a wider audience, and solidify their position as a thought leader. At the end of the letter, express your appreciation for their contribution and reassure them that their insights are highly valued. 4. Essential event details and logistics Remember that a successful conference program hinges on clear
communication of critical event details. That said, include the date, time, location, and session format in your invitation letter. If the speakers need to travel, provide information about travel arrangements, accommodations, and any other logistical details that would ease their participation. Doing so will guarantee a smooth and hassle-free experience
for your guests. 5. A persuasive call-to-action After establishing all the important details, create a compelling call to action that encourages prompt responses from potential speakers. Maintain a courteous tone while emphasizing the urgency of the opportunity, express your enthusiasm to have them as part of the event, and outline the next steps for
them to confirm their participation. 3 keys to managing the speaker relationship The relationship with your event speakers is a dynamic and ongoing process that extends far beyond the initial invitation. Once you’ve successfully secured your panelists and special guest speakers, it’s essential to nurture this connection and ensure that they have the
necessary support to shine at your conference.

Here’s a comprehensive guide on managing the speaker relationship to create a seamless and memorable event. 1. Communication Maintaining open lines of communication is crucial. Establish a clear channel for speakers to reach out with any questions, concerns, or logistical needs.

Promptly respond to their inquiries and provide detailed information.

Additionally, keep them informed about any updates or changes to the event schedule or format. 2. Pre-Event Preparation Help your speakers prepare for their session by providing resources and guidance. Share the agenda, session format, and any specific guidelines for presentations.

Offer assistance with creating impactful slide decks, refining their content, and rehearsing their delivery. A prepared and confident speaker enhances the overall conference experience. 3. Support and Logistics Ensure that speakers have everything they need to focus on their presentation. Coordinate technical requirements, such as audiovisual
equipment, microphones, and stage setup. If they need special accommodation or materials for their session, be proactive in arranging them. Recognition and Appreciation During the event, acknowledge your speakers’ contributions.

Give them a proper introduction, highlighting their accomplishments and expertise. Also, provide a dedicated space for speaker bios and information. After their segment, offer tokens of appreciation, such as certificates or small gifts, as a gesture of gratitude for their time and effort. Post-Event Follow-Up Don’t let the relationship end when the event
concludes. Follow up with your speakers after the conference. Express your gratitude for their involvement and inquire about their experience. Gather feedback on the event, including their thoughts on what went well and areas for improvement. This information not only helps you refine future events but also strengthens the connection with your
speakers.
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Take a look at the related templates below: Getting a speaker to come to your conference or seminar to give a speech begins with a carefully crafted speaker letter of invitation. Start here! If you're wondering how to invite someone to be a guest speaker at your event, we’ve got you covered! The perfect speaker invite letter will spark excitement in
your first-choice speaker and inspire them to accept your invitation promptly and enthusiastically. In this blog, we’ll detail everything you need to know about how to invite a guest speaker, from the earliest planning stages to drafting a formal speaker invitation letter.

Once you have a completed, tiered list of potential guest speakers, create a general timeline for sending out your invitations. You should begin contacting potential speakers well in advance of your event, on the order of months or even a year beforehand. A phased approach is the wisest plan of action, and should look something like this: Send Out
First Choice Invitations: Your first round of invitations should focus on your first-choice speakers. For especially sought-after speakers, it is important to notify them of your interest early to better your chances of fitting into their busy schedule. Wait for Replies: Decide on a set window of time during which you will wait for replies from your first-
choice speakers. As your designated window starts to come to a close, feel free to send a gentle nudge to those who have not yet replied. If/when a speaker declines your invitation, send a gracious thank-you for considering it and move on. Assess & Send Out Second Choice Invitations: If a first-choice speaker replies to your invitation and accepts,
congratulations! If not, once you’'ve received responses from all your first-choice speakers, take a look at your list of second-choice speakers and send invitations to them. Rinse & Repeat!: Once you’ve sent another batch of invitations, you'll repeat the “wait and reply” process until you receive an acceptance. If you're lucky, you won’t have to look far
beyond your first few second-choice speakers to get that exciting acceptance! It’s important to have a realistic budget planned well in advance of sending your speaker invitations - after all, it would be tragic to get an acceptance from your first-choice speaker only to realize you can’t afford them! Do some research about the cost of hiring the
speakers you're interested in and the typical price range for a speaking engagement of your type, length, and topic.

invitation Letter Template

Invitation Letter

April 14, 2004

Your Titlef Organdzation's Title
iJrganization/Afillation {e_g.. UL5. Senate)
Clity. State Zlp

Salutation

Write contents about the event for which you are sending this Invitation letter whether Itis wedding
CEFRMOony, QUEnEss mediing, Gutingss event, ,F-:.lrr'.'].- gif to gother gfc, Wirite confents aboul the event
Jor which you arg sending this imatation letter whether it s wedding ceremony, business meeting,
business event, fomily get to gather etc, Write contents about the event for which you ore sending this
invitation letter whether it is wedding ceremony, business meeting. business event. family get to
gather e, Wirite contents about the event for which you ore sending this inwitation letter whether it is

weoding ceremony, business meeting, business event, family get fo gather etc

May we suggest that you visit us on [DD/MMAYYYY] at [TIME]? Write time and dote of the event
properly along with speciol instructions thot can helg pour invitees reach the destination with eose
Write time ond dote of the svent properly along with special [nstroctions that can help your Invtess

reach the destination with eoze.

We have énclosed o one-poge outiine of owr program for your crientotion. | will contact powr. office

wlthin the fdacr s _weldks ba fu:.':'-ﬁ'.-'.-'-:.lr_:- o ARCE dnrfarbicn, J-'I._jﬂu'l’l. I Acpie powr carn join us on [ETE,
Thank you for your consideration

Sinceraly,

Your Namé

Your Schoal /Organization

Your School fOrganization Mailing Address
Your Fhong Number

Your Ermall Addrass

This gathering will be a joint effort between all the academic departments of our prestigious university and led by our esteemed Chancellor, Bunsen Honeydew.The itinerary for the symposium is as follows:Opening greeting by the Chancellor;A look at the current widgets in our society;How will those widgets adapt with the next century?;Our current
student-led research on developing new and exciting widgets.You will be speaking during our third panel, along with two other professors from our Technology department.Attached you will also find a parking permit for the day, directions to the auditorium, and a badge that will allow you to enter the guest lounge. Should you have any questions,
please do not hesitate to contact me at the phone number or email provided at the end of this letter. Again we are so grateful to have you attend our symposium and we look forward to meeting you.Best Regards,Beatrice CarmichealAssistant Chair(123) 456-7890beatrice(at)university.eduStill looking for a particular template? Take a look at the
related templates below: Getting a speaker to come to your conference or seminar to give a speech begins with a carefully crafted speaker letter of invitation. Start here! If you’re wondering how to invite someone to be a guest speaker at your event, we’ve got you covered! The perfect speaker invite letter will spark excitement in your first-choice
speaker and inspire them to accept your invitation promptly and enthusiastically. In this blog, we’ll detail everything you need to know about how to invite a guest speaker, from the earliest planning stages to drafting a formal speaker invitation letter. Once you have a completed, tiered list of potential guest speakers, create a general timeline for
sending out your invitations. You should begin contacting potential speakers well in advance of your event, on the order of months or even a year beforehand. A phased approach is the wisest plan of action, and should look something like this: Send Out First Choice Invitations: Your first round of invitations should focus on your first-choice speakers.
For especially sought-after speakers, it is important to notify them of your interest early to better your chances of fitting into their busy schedule. Wait for Replies: Decide on a set window of time during which you will wait for replies from your first-choice speakers. As your designated window starts to come to a close, feel free to send a gentle nudge
to those who have not yet replied. If/when a speaker declines your invitation, send a gracious thank-you for considering it and move on. Assess & Send Out Second Choice Invitations: If a first-choice speaker replies to your invitation and accepts, congratulations! If not, once you’'ve received responses from all your first-choice speakers, take a look at
your list of second-choice speakers and send invitations to them. Rinse & Repeat!: Once you’ve sent another batch of invitations, you’ll repeat the “wait and reply” process until you receive an acceptance. If you're lucky, you won’t have to look far beyond your first few second-choice speakers to get that exciting acceptance! It’s important to have a
realistic budget planned well in advance of sending your speaker invitations - after all, it would be tragic to get an acceptance from your first-choice speaker only to realize you can’t afford them! Do some research about the cost of hiring the speakers you're interested in and the typical price range for a speaking engagement of your type, length, and
topic. If you can offer additional perks to a potential speaker that may “sweeten the deal,” be sure to mention that to their agent or booker. The lists have been made, the timeline has been set and the budget has been squared away - you're ready to approach potential guest speakers! So, what’s the best way to do it? These days, email is the quickest
and most direct way to contact prospects and therefore tends to be the preferred method for many popular speakers. A guest speaker’s website may list an email address or have a fill form available to reach out regarding guest speaking opportunities. If an email address is listed, be sure to double-check who will be receiving the email, as it often will
not be the speaker themselves. Sought-after speakers usually have an agent, manager, or publicist handle inquiries rather than deal with them directly. Make sure you know the first and last name of the person on the other end of your email before addressing your letter to them - otherwise, a simple “To the [SPEAKER’S NAME] team,” will do just



fine! A guest speaker invitation should include information relevant to the speaker regarding the event and speaking opportunity.

el 1, 2003

Devon Williams
11064 Wast View Circhs
Miami, FL 35897

Dwaar Devon:

11 = ey prayer thal my words will tind you and pour Family in good healthe | am wriling
as 4 lollow up 10 owr conversatian, recently, whan | shared with you cur dasire for
youl 1o b ihe speaker for worship sendce a1 ABC Church in Brone, WY, | have
inlonmed gur commitles about your selrction (o be our speaker and they are wary
oxcited. Your transponation cost and honoranium will be covenad,

Char theme |s “Soldlars for Chiist®. | heve included with this lether damographas
information on our congregation 1o halp you undarstand your audience.

T lacifale the planning processes, kindly réspond upon receipd of ths ketber with an
offizial acoeptance gither by lketfler or belephone. Please have a bried biographical
skeich an hand bor us lo read befons the semman.

| will nedify you promptly il thare are any changes in the program., B there is anything
wiit can do fo accommodate you phease dont hesitale to contact me al (21.2) 858-
EITE olfice or by ool (212) T54-2051,

Thank you for Blessing us with your ministry. May God bless you and have a
wondarful day

Sinceraly,

W Jeteon, Pasior

Should you have any questions, please do not hesitate to contact me at the phone number or email provided at the end of this letter. Again we are so grateful to have you attend our symposium and we look forward to meeting you.Best Regards,Beatrice CarmichealAssistant Chair(123) 456-7890beatrice(at)university.eduStill looking for a particular
template? Take a look at the related templates below: Getting a speaker to come to your conference or seminar to give a speech begins with a carefully crafted speaker letter of invitation. Start here! If you're wondering how to invite someone to be a guest speaker at your event, we’ve got you covered! The perfect speaker invite letter will spark
excitement in your first-choice speaker and inspire them to accept your invitation promptly and enthusiastically. In this blog, we’ll detail everything you need to know about how to invite a guest speaker, from the earliest planning stages to drafting a formal speaker invitation letter. Once you have a completed, tiered list of potential guest speakers,
create a general timeline for sending out your invitations. You should begin contacting potential speakers well in advance of your event, on the order of months or even a year beforehand. A phased approach is the wisest plan of action, and should look something like this: Send Out First Choice Invitations: Your first round of invitations should focus on
your first-choice speakers. For especially sought-after speakers, it is important to notify them of your interest early to better your chances of fitting into their busy schedule. Wait for Replies: Decide on a set window of time during which you will wait for replies from your first-choice speakers. As your designated window starts to come to a close, feel
free to send a gentle nudge to those who have not yet replied. If/when a speaker declines your invitation, send a gracious thank-you for considering it and move on. Assess & Send Out Second Choice Invitations: If a first-choice speaker replies to your invitation and accepts, congratulations! If not, once you’ve received responses from all your first-
choice speakers, take a look at your list of second-choice speakers and send invitations to them. Rinse & Repeat!: Once you’ve sent another batch of invitations, you’ll repeat the “wait and reply” process until you receive an acceptance.

Should you have any questions, please do not hesitate to contact me at the phone number or email provided at the end of this letter. Again we are so grateful to have you attend our symposium and we look forward to meeting you.Best Regards,Beatrice CarmichealAssistant Chair(123) 456-7890beatrice(at)university.eduStill looking for a particular
template? Take a look at the related templates below: Getting a speaker to come to your conference or seminar to give a speech begins with a carefully crafted speaker letter of invitation. Start here! If you're wondering how to invite someone to be a guest speaker at your event, we've got you covered! The perfect speaker invite letter will spark
excitement in your first-choice speaker and inspire them to accept your invitation promptly and enthusiastically. In this blog, we’ll detail everything you need to know about how to invite a guest speaker, from the earliest planning stages to drafting a formal speaker invitation letter. Once you have a completed, tiered list of potential guest speakers,
create a general timeline for sending out your invitations. You should begin contacting potential speakers well in advance of your event, on the order of months or even a year beforehand. A phased approach is the wisest plan of action, and should look something like this: Send Out First Choice Invitations: Your first round of invitations should focus on
your first-choice speakers. For especially sought-after speakers, it is important to notify them of your interest early to better your chances of fitting into their busy schedule. Wait for Replies: Decide on a set window of time during which you will wait for replies from your first-choice speakers.

As your designated window starts to come to a close, feel free to send a gentle nudge to those who have not yet replied. If/when a speaker declines your invitation, send a gracious thank-you for considering it and move on. Assess & Send Out Second Choice Invitations: If a first-choice speaker replies to your invitation and accepts, congratulations! If
not, once you've received responses from all your first-choice speakers, take a look at your list of second-choice speakers and send invitations to them. Rinse & Repeat!: Once you’'ve sent another batch of invitations, you’ll repeat the “wait and reply” process until you receive an acceptance. If you're lucky, you won’t have to look far beyond your first
few second-choice speakers to get that exciting acceptance! It’s important to have a realistic budget planned well in advance of sending your speaker invitations - after all, it would be tragic to get an acceptance from your first-choice speaker only to realize you can’t afford them! Do some research about the cost of hiring the speakers you're
interested in and the typical price range for a speaking engagement of your type, length, and topic. If you can offer additional perks to a potential speaker that may “sweeten the deal,” be sure to mention that to their agent or booker. The lists have been made, the timeline has been set and the budget has been squared away - you're ready to approach
potential guest speakers! So, what’s the best way to do it? These days, email is the quickest and most direct way to contact prospects and therefore tends to be the preferred method for many popular speakers.

A guest speaker’s website may list an email address or have a fill form available to reach out regarding guest speaking opportunities. If an email address is listed, be sure to double-check who will be receiving the email, as it often will not be the speaker themselves. Sought-after speakers usually have an agent, manager, or publicist handle inquiries
rather than deal with them directly. Make sure you know the first and last name of the person on the other end of your email before addressing your letter to them - otherwise, a simple “To the [SPEAKER’S NAME] team,” will do just fine! A guest speaker invitation should include information relevant to the speaker regarding the event and speaking
opportunity. It’s important that the speaker understands why they might be a good fit for your event, and why it could be beneficial to add your event to their calendar of appearances. More than that, though, your first interaction with a potential speaker should include the basics: What, when, where, and why. Core Components of a Speaker
Invitation: The name, date(s), and venue of the event The topic, theme or focus of the event Reasons why they would be an ideal speaker for your event Why it would benefit them How they can contact you Invitation to Speak at a Conference Template Below is a template for inviting a guest speaker that you may use to invite speakers to your
conference, seminar or other corporate event. For each area in [brackets], sub in the details of your event. Feel free to customize this template to include additional information or personalization as you see fit! Dear [SPEAKER], I hope this message finds you well! I'm reaching out today with an exciting speaking opportunity for your consideration. I
am honored to invite you to speak at [EVENT NAME], an event focused on [DESCRIPTION OF THE PURPOSE AND AUDIENCE OF YOUR EVENT.] The entire [EVENT NAME] team is enthusiastic about your work and feel you would be the perfect person to address our audience of like-minded professionals. [EVENT NAME] will take place in [VENUE,
INCLUDING CITY AND STATE] on [DATE(S)]. We are currently anticipating an audience of about [ATTENDEE ESTIMATE #]. Our goal is to [GOAL OF THE EVENT.] We believe your voice would be a critical addition to that conversation given your extensive work in [AREA OF EXPERTISE.] Your talk could be up to [#] minutes on any themes or topics
you're interested in - our team would be delighted to work with you in advance to hear your ideas and determine the particulars of your speech. Please let us know by [DATE] whether you may be interested in joining us at [EVENT NAME] as a highly-anticipated speaker. Thank you for your time and consideration, and we very much look forward to
hearing from you. Best, [NAME] [POSITION] [CONTACT INFORMATION] [EVENT WEBSITE] Inviting a Speaker for a Webinar If you are inviting a speaker to a webinar or other video-call-based event, it’s important to make that clear in your initial invite letter. In the example template above, you may modify the first line(s) of the second paragraph
like so: [EVENT NAME] is a virtual event that will take place on [DATE(S)]. Your speech would be streamed live to an audience of about [ATTENDEE ESTIMATE #] virtual attendees from all over the [STATE, NATION, WORLD, etc.] If you are inviting a guest speaker to be the keynote speaker at your event, your formal speaker invitation letter should
convey the prestige of that position. Be sure to state early in your letter that your organization would be honored to host you as the keynote speaker of your event and detail your appreciation for the speaker’s body of work.
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Start here! If you're wondering how to invite someone to be a guest speaker at your event, we've got you covered! The perfect speaker invite letter will spark excitement in your first-choice speaker and inspire them to accept your invitation promptly and enthusiastically.

In this blog, we’ll detail everything you need to know about how to invite a guest speaker, from the earliest planning stages to drafting a formal speaker invitation letter. Once you have a completed, tiered list of potential guest speakers, create a general timeline for sending out your invitations. You should begin contacting potential speakers well in
advance of your event, on the order of months or even a year beforehand.

A phased approach is the wisest plan of action, and should look something like this: Send Out First Choice Invitations: Your first round of invitations should focus on your first-choice speakers. For especially sought-after speakers, it is important to notify them of your interest early to better your chances of fitting into their busy schedule. Wait for
Replies: Decide on a set window of time during which you will wait for replies from your first-choice speakers. As your designated window starts to come to a close, feel free to send a gentle nudge to those who have not yet replied. If/when a speaker declines your invitation, send a gracious thank-you for considering it and move on. Assess & Send Out
Second Choice Invitations: If a first-choice speaker replies to your invitation and accepts, congratulations! If not, once you've received responses from all your first-choice speakers, take a look at your list of second-choice speakers and send invitations to them. Rinse & Repeat!: Once you’ve sent another batch of invitations, you’ll repeat the “wait and
reply” process until you receive an acceptance. If you're lucky, you won’t have to look far beyond your first few second-choice speakers to get that exciting acceptance! It’s important to have a realistic budget planned well in advance of sending your speaker invitations - after all, it would be tragic to get an acceptance from your first-choice speaker
only to realize you can’t afford them! Do some research about the cost of hiring the speakers you’'re interested in and the typical price range for a speaking engagement of your type, length, and topic. If you can offer additional perks to a potential speaker that may “sweeten the deal,” be sure to mention that to their agent or booker. The lists have
been made, the timeline has been set and the budget has been squared away - you’re ready to approach potential guest speakers! So, what’s the best way to do it? These days, email is the quickest and most direct way to contact prospects and therefore tends to be the preferred method for many popular speakers. A guest speaker’s website may list
an email address or have a fill form available to reach out regarding guest speaking opportunities. If an email address is listed, be sure to double-check who will be receiving the email, as it often will not be the speaker themselves. Sought-after speakers usually have an agent, manager, or publicist handle inquiries rather than deal with them directly.
Make sure you know the first and last name of the person on the other end of your email before addressing your letter to them - otherwise, a simple “To the [SPEAKER’S NAME] team,” will do just fine! A guest speaker invitation should include information relevant to the speaker regarding the event and speaking opportunity. It's important that the
speaker understands why they might be a good fit for your event, and why it could be beneficial to add your event to their calendar of appearances. More than that, though, your first interaction with a potential speaker should include the basics: What, when, where, and why. Core Components of a Speaker Invitation: The name, date(s), and venue of
the event The topic, theme or focus of the event Reasons why they would be an ideal speaker for your event Why it would benefit them How they can contact you Invitation to Speak at a Conference Template Below is a template for inviting a guest speaker that you may use to invite speakers to your conference, seminar or other corporate event. For
each area in [brackets], sub in the details of your event. Feel free to customize this template to include additional information or personalization as you see fit! Dear [SPEAKER], I hope this message finds you well! I'm reaching out today with an exciting speaking opportunity for your consideration. I am honored to invite you to speak at [EVENT
NAME], an event focused on [DESCRIPTION OF THE PURPOSE AND AUDIENCE OF YOUR EVENT.] The entire [EVENT NAME] team is enthusiastic about your work and feel you would be the perfect person to address our audience of like-minded professionals. [EVENT NAME] will take place in [VENUE, INCLUDING CITY AND STATE] on [DATE(S)].
We are currently anticipating an audience of about [ATTENDEE ESTIMATE #]. Our goal is to [GOAL OF THE EVENT.] We believe your voice would be a critical addition to that conversation given your extensive work in [AREA OF EXPERTISE.] Your talk could be up to [#] minutes on any themes or topics you're interested in - our team would be
delighted to work with you in advance to hear your ideas and determine the particulars of your speech. Please let us know by [DATE] whether you may be interested in joining us at [EVENT NAME] as a highly-anticipated speaker. Thank you for your time and consideration, and we very much look forward to hearing from you. Best, [NAME]
[POSITION] [CONTACT INFORMATION] [EVENT WEBSITE] Inviting a Speaker for a Webinar If you are inviting a speaker to a webinar or other video-call-based event, it’s important to make that clear in your initial invite letter. In the example template above, you may modify the first line(s) of the second paragraph like so: [EVENT NAME] is a virtual
event that will take place on [DATE(S)]. Your speech would be streamed live to an audience of about [ATTENDEE ESTIMATE #] virtual attendees from all over the [STATE, NATION, WORLD, etc.] If you are inviting a guest speaker to be the keynote speaker at your event, your formal speaker invitation letter should convey the prestige of that position.
Be sure to state early in your letter that your organization would be honored to host you as the keynote speaker of your event and detail your appreciation for the speaker’s body of work. This is an ideal opportunity to express genuine admiration for specific papers the speaker has written or previous speeches they’ve delivered. Do not be overly
effusive or casual, but do add some personalization to your invitation to help the reader see that you truly understand their unique impact on their area of expertise. Because the title of keynote speaker is typically held in high regard, make sure to state toward the end of your letter what compensation, if any, your organization can offer the speaker, in
addition to any other relevant perks, like travel and accommodation costs covered by your organization, meals covered, etc. You've found the perfect speaker - now what? Time to get them on stage at the Heritage Center! Our experienced team of event planners can help you mount an extraordinary corporate event featuring your guest speaker. With
our wide variety of event spaces, full suite of AV equipment and tech, and hands-on support throughout your event, you can rest assured that your conference or seminar will be one to remember! Contact us today to get started! When planning events, the speaker invitation letter is a crucial element that organizers need to focus on to build the perfect
conference program. The individuals who take the stage at your conference can make or break the entire event because they bring expertise, insight, and a unique perspective that can elevate your conference from good to exceptional. However, reaching out to potential panelists and special guest speakers is not always an easy endeavor. The process
requires a carefully crafted invitation letter that not only conveys the value of your event but also entices them to be a part of it. Here, we explore the art of creating a successful invitation letter for these distinguished participants, guiding you through the key considerations, best practices, and essential elements of a well-structured conference
program. Speaker invitation letter significance A well-crafted invitation letter for event guest speakers is more than just a formality; it’s the bridge that connects your conference with influential voices in the industry. This type of invitation is not for every session but is reserved for critical moments, such as assembling panels or inviting renowned
experts to share their knowledge. Ultimately, it’s an opportunity to bring thought leaders and innovators to your event, creating an atmosphere of knowledge exchange and networking that can have a lasting impact. We can’t stress enough the importance of personalization, so be sure to tailor your formal invitation letter to each potential speaker.
Address their specific accomplishments and why their insights would be invaluable to your event. Highlight how their participation will contribute to the overall conference experience. To give you a better idea of how to write an invitation letter, click here to see a sample guest speaker invitation letter.

Finding the right speaker Selecting the right speakers for your event is crucial. While you want amazing voices animating your event, you also need to consider practical implications like the fact that in 2023, speaker fees began outpacing event budgets. That’s why it’s a good idea to look beyond the obvious choices and consider creative avenues for
finding great speakers. You can also utilize event planning software with speaker management functionality to build your own speaker’s bureau. By using the software’s historical data from attendees’ surveys, you identify speakers who align with your audience’s preferences and interests. 5 Topics to include in your speaker invitation letter 1. Your
event goals and value proposition Before you can find the ideal panelist or speaker, clarify your event’s value proposition, goals, and objectives. This clarity is vital when introducing the event to potential speakers.

To ensure you relay the right message, be sure to highlight what sets your conference apart and why it’s a must-attend event. Likewise, communicate the benefits of speaking at your event, such as the opportunity to reach a highly targeted and engaged audience. Once you’'ve identified the value proposition of your event, it’s time to craft the abstract.
2. Session abstract The session abstract is the window through which speakers glimpse the content and focus of your event, so you need to guarantee that it’s clear, concise, and compelling. The key components of an abstract include a concise summary of the session, the main topics to be covered, and the takeaway value for attendees. After creating
the draft, make sure it aligns with the overall theme of your event. Should you require assistance, you can use event planning software with abstract management functionality to streamline the process and keep your team aligned. 3. Speaker benefits and recognition Convincing speakers to participate requires more than just a well-crafted invitation
letter. More importantly, you must highlight the advantages they’ll gain, such as the opportunity to network with other industry leaders, gain exposure to a wider audience, and solidify their position as a thought leader. At the end of the letter, express your appreciation for their contribution and reassure them that their insights are highly valued. 4.
Essential event details and logistics Remember that a successful conference program hinges on clear communication of critical event details. That said, include the date, time, location, and session format in your invitation letter. If the speakers need to travel, provide information about travel arrangements, accommodations, and any other logistical
details that would ease their participation. Doing so will guarantee a smooth and hassle-free experience for your guests. 5. A persuasive call-to-action After establishing all the important details, create a compelling call to action that encourages prompt responses from potential speakers. Maintain a courteous tone while emphasizing the urgency of the



opportunity, express your enthusiasm to have them as part of the event, and outline the next steps for them to confirm their participation. 3 keys to managing the speaker relationship The relationship with your event speakers is a dynamic and ongoing process that extends far beyond the initial invitation. Once you’'ve successfully secured your
panelists and special guest speakers, it’s essential to nurture this connection and ensure that they have the necessary support to shine at your conference. Here’s a comprehensive guide on managing the speaker relationship to create a seamless and memorable event. 1. Communication Maintaining open lines of communication is crucial. Establish a
clear channel for speakers to reach out with any questions, concerns, or logistical needs. Promptly respond to their inquiries and provide detailed information. Additionally, keep them informed about any updates or changes to the event schedule or format. 2. Pre-Event Preparation Help your speakers prepare for their session by providing resources
and guidance. Share the agenda, session format, and any specific guidelines for presentations. Offer assistance with creating impactful slide decks, refining their content, and rehearsing their delivery. A prepared and confident speaker enhances the overall conference experience. 3. Support and Logistics Ensure that speakers have everything they
need to focus on their presentation.

Coordinate technical requirements, such as audiovisual equipment, microphones, and stage setup. If they need special accommodation or materials for their session, be proactive in arranging them. Recognition and Appreciation During the event, acknowledge your speakers’ contributions. Give them a proper introduction, highlighting their
accomplishments and expertise. Also, provide a dedicated space for speaker bios and information. After their segment, offer tokens of appreciation, such as certificates or small gifts, as a gesture of gratitude for their time and effort. Post-Event Follow-Up Don’t let the relationship end when the event concludes. Follow up with your speakers after the
conference. Express your gratitude for their involvement and inquire about their experience. Gather feedback on the event, including their thoughts on what went well and areas for improvement. This information not only helps you refine future events but also strengthens the connection with your speakers.

In managing the speaker relationship, it’s essential to be attentive to their needs, respectful of their time, and proactive in ensuring they have a positive experience. Remember, the speakers you invite are valuable assets to your event, and by nurturing this relationship, you create a community of influencers who may become long-term advocates for
your conference. FAQs Interested in learning more about how to find, invite, and secure the right speakers for your event?

Take a look at the FAQs below. How do you write an invitation to speak? Begin with a personalized introduction, explain the value of your event, highlight the benefits of speaking, provide essential details, and create a compelling call to action. How to write a letter of invitation to be a guest speaker?

Tailor the letter to the potential speaker, clearly explain the value of their participation, and provide all necessary information for them to make an informed decision.

How do you accept an invitation to speak at an event? Express gratitude for the invitation, confirm your availability, and ask any clarifying questions if needed. How do you ask to speak at a conference? Present your credentials, explain how your expertise aligns with the conference theme, and express your enthusiasm for contributing. Wrapping Up
In the end, crafting a letter of invitation for panelists and special guest speakers is a blend of art and strategy. It’s about conveying the unique value of your event, understanding the needs and aspirations of potential speakers, and creating a partnership that benefits everyone involved. Keep in mind that a well-structured conference program,
supported by persuasive and personalized invitations, can set the stage for a truly memorable and impactful event.



