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Inviting a keynote speaker sample letter

How do i write a guest speaker invitation letter. Speaker invitation letter example. How to write an invitation letter for a keynote speaker. Inviting a speaker letter sample.

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.

JOIBMG2L-001 11 October 13
2011

MAF. | ME

Sulb: invitation to join as a = Keynote Speaker® at Marketing 14" Batch
BEHA Completion Program 2011.

L=,
=t

Thie purpose of this letter s to formally invite you, on behalf of the students of 14*
Batch, Department of Marketing at University of Dhaka to be the Key note speaker
at the upcoming 14™ Batch BAA Completion Program 2011 the theme for this year
s *Marketing of Agricultural Products® on November 14%, 2011

The seminal will Tocus on the Tollowing topics: 1) Current Situwation of AgribusEness
in Bangladesh ) Problems and Solutions of Marketing of agricultural products, and
3 how technology affects the markefing of agnoutural products

For you information, Mr. § Ms of will be the
Opening the program. The tithe of RS/ her presentationis ® ™ We
will forward a complete draft speaker program to you im a couple of weeks to give
you an ldea of the specific subjedts that will be coverad by the other speakers
Some noted persons are also agreed Lo be present

We would be pleased and honored IF you would Comsent 1o B our Keynote Speakes
at the 2011

The secretariat will call your personal assistant In a week or so to follow up on this

We will look forward to your being with us af &.m, Ofh 5840 2are

Kind regards.

Md Shahid Uddin Akbar

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.

Sample Business Letler - invitation (ler a speaker)

Dasim Sanchez

Diirector, Madia Marketing
Anteater Audie & Anirmation
233 Pock Drive

Loz Angedes, TA, USA

21223

@19} 222-1123
Cetober 20, 2011
Daar Ms, Sanchaz,

On bahall of the Amime Extravaganza Executive Board, | woulbd bl 1o imate you fo bea
keynohe speaker of this year's Annud Anirne Extronaganza

Az you o o wel-recpactad mamiar of the amme community. and hove bean highly mgarded

o your Tedd, & natural than we would wish 10 exiend an mmatalean 10 you 10 paricipats in our
conferance, Your expertioa and recent projects woukd lend valuoble :"‘.-:ng‘!‘_ to our envant, and |
am sure that even thoae who are not followers of your wardk will enjoy the opportunity te hear
YL SpEak

The tharna of thes aven wall B2 “Active Pos

10 heor your expenence of your moent collabarative work in

Tha othar keynote cpeakens wil ba Steve

coltborative stony-teling, and Shen Taylor-Kim, wiho wi
South Koreo. Pre-registration shows that theme ae already over 1800 guests who will attend
and we anticipate many moe

It would be a great honor for us # you accept this invitation to be a keynote speaker for the
2011 Annual Anime Extrovaganza

| will coll you within the week to foliow up on thia lether

YOUMS SInsansdy

Maoxine Tartar
Executive Director
Anmimé Exiravaganza Beard

[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! At events, it is common to invite a guest speaker who is an honorable invite.

These individuals are torchbearers in their industries and are spokespeople for their character. Inviting them through a letter is one of the preliminary steps in this regard. While writing may sound easy, this is polite, formal communication. More importantly, it is a request to an esteemed guest. So it must be written in the most dignified manner.
Read further for some insights on how to do this! ¥ Now that you know the importance of a guest of honor and what they signify at an event, the following questions might pop up in your head. ? What must you include in this invitation letter? What is the tone and style of writing the letter? What are some must-haves you should include without fail?
Rest assured, these are some very common questions that pop up, and we’ve got you covered- with the answers. [] First, follow these introductory tips, and then we can look at a few topical tips on writing a guest of honor invite letter - to perfection! The tone of your letter must be polite and formal. The receiving party of this letter is an esteemed
individual in their profession or field. This means the language and tone should be of the most dignity. [] Ensure you maintain an honorable consistency in the language you talk in. Informal language is an absolute no in this regard.

Use language that is professional and keep the letter concise and consistent. Remember that the letter is a request toward an individual. The main body must outline a request. Talk about how it would be an honor to host the guest speaker.

= Maintain an engaging writing style throughout. Talk about the location of the event, what you would like the guest speaker to talk about, and other important details. v Give a concise and clear introduction about yourself and the event. This gives the honorable guest context, and they can get in touch with you if they have questions! 4 Here are
some more intrinsic tips on how you can write an actionable and engaging guest speaker invitation letter to bring in a guest of honor.



LETTER OF INVITATION - GUEST SPEAKER

|City I Country Town Name] Liquor Forum

[Street Address]
[Sifiown] VIC [Fostcode]
[Daig]
[MrM=/Dr/Protf ] [First Name] |Second Name]
[Mite]
[{Organisation)
[Street Address]

[CityTown] [State] [Posicode]
Dear [MAMSIDN/Prol | [Second Name]

INVITATION TO SPEAK AT THE [CITY | COUNTRY TOWN NAME] LIQUOR FORUM

'would Hike 1o invite you to speak althe [City ! Country Town Name] Liguor Forum on [date] at
jime] at [venual The pCity f Couniry Town Name] Liquor Forem is representative of local
licences, local Victoria Paolice Liquor Licensing Inspector and local council. The jCity f Country
Town Mame] Liquor Forum ks commified o improving safety and amenity and reducing
alcohol-related harm and ant-social behaviour in [Sity, COUNFY I0WT Or MUnicipakty name].

On behal of the [City [ Country Town MName] Liquor Forum, | have enclozed a copy of owr
liguor accord document (if appiicable) that cutines our practical strategies 1 improve the
operation of licensed premises, reduce alcohol-related harm and promote our community as a
safe and enjoyable place for residents and visitors

Members of the [City / Country Town Name] Liquor Forum are interested in leaming about
[in=ert specific subject area of speaker].

| would be pleasad i you RSVP your availabibty i attend as our Quiest speaker on dah_] ]

Start with a polite salutation The salutation is one of the most impactful elements of a letter since it is what is the beginning of the letter. A well-crafted salutation that is polite always lays the foundation for a great letter. Introduce yourself and provide context In the body of the letter, introduce yourself by mentioning your name and providing
context about who you are and the organization you are in. State the party you are representing and provide context to your letter. Provide more information Next, describe your event and organization and provide more details of when and where it is being held. Express an honor the organization will experience if the guest you are writing to is
available at the event. Appreciation and admiration Talk of the various work and accomplishments of the guest of honor/speaker.

RS/

Deal Empowarment and Advocacy Fomm

Al 20, 2010
ke, Dowglas Shuiman, IRS Commisskones
Irtamal Rvenue Senice

1111 Congilution Ruve NW

‘Washinglon, DC 2024

Do M. Shulman:

Plansing fof this years IRSDEAF Leadenhip Divelopsant Conlesnts it wil undefway. Wi shlipsts h Satinel
evenl will be bigger and befier Bhan ever. The Conlerenca Flanning Commiliss is coordinaing a series of plenary
loyynohe presentations,  ob sl and sxhibions for a thee-cay conference in August 10 - 12, 2010, af the Robert G
Bandarson Community Conter for The Deal & Hard of Mearing ol Talorsville, Utah. \Wes would be honored io have you
a5 our RS Execulive Speaker from 8.00 ko 5:00 AML on Wednesday moming August 11
Qur goals for the conlensncs ans simpls yet bold
1) Topeovide @ forum for the: intellectual sochange of ideas: and for leadership and pmlessional development;
2 Tocreabea high lvel program that encourages he workioros, managess. leadership. and exsculives & work
I concerl 1o achieve cur stralegic goals;
3] To highlight $w accomplishmants. of IRSDEAF leaders and membars Svough discussions, panels, and
lsadeihip saploraton

\n knaping with tha thrust of yeur recent directive, we've salectnd 2010 and Beyond: Empowevment in the Nex! Decada
&5 our thama for i axciting occasion, Ourgvant i structumed such Shat IRS/DEAF ixsue-spaclic workshops,
roundiable decussions and presetations wil be held concumently. IRSTEAF conlerance attendess will afierd iogether
toe hb pleniy sessions

‘W ane proud 1o b part of the Servica-wide sflor peomoding workdonce: awarsness and professional developmant. This
eifiord Eralits members of bofh organizations and supports grealer paricipation and inclusion of employess with
cimabiitied, I possibs, wi would appreciats & Commissionis Lutier of Sepport of the confimncs in cur rOGram boak.

Should you nol able b atiend e conferencs, pleass foed fres io ask ons of the Depuly Commissionars: Mark Emes! or
Stove Miller i represent on your behall, Wie hope you will accepl our imvitation and ook farerard 1o your presentalion—
sharing your thoughts, ideas. and lending your support. Yowr understanding and paricipation is greatly Bpprecialed. o
ook formaed ho hearing from you

Smcecely,

Jim B Bishop, IRSDEAF Hatonal President
202-283-57T7

Presidert@imdeal ooy

iee: Conferente Planning Commitios
EEOD Crfcn

Tell them why you are choosing them to be the guest of honor at the event. Be sure to make the invite in this paragraph and mention your call to action. Include contact details Include basic contact details like your name, location, and phone number so the guest of honor can contact you and can also request more details or demand more information
if they wish to. This also keeps you in direct contact with the recipient. Strong closing salutations Write a sincere closing salutation expressing your warm regards. Also, write how you look forward to hearing from the recipient and seeing them at the event. A strong and polite closing salutation is a great way to end a letter and adds flair to it. All of
these elements make a great invite to an honorable guest. Make sure you incorporate all tips and write a short, concise letter that is respectful and actionable. Template: 1 To, [Name of the recipient], [Address], [Date], Sub: Letter of Invitation for A Guest Speaker Dear Sir/ Madam, We are delighted by having the opportunity to invite you as a guest
speaker in our school seminar to enlighten our precious students regarding the subject [mention details]. They will be honored to have been able to share your experiences and opinions. Our workshop is on [mention details]. This workshop will take place at [place name] on [date] from [mention time]. Our workshop provides Audiovisual works as well
as articles and books. We hope you will accept our request for this invitation and help our students to gather knowledge. In any case, if you are unable to attend we humbly request you to give us small information. You can contact us in the No. [Phone no.] We hope that we will benefit a lot from your presence. Thank you very much, Regards, [Sender’s
name] [Organization name] Download Template : (pdf, docs, ODT, RTF, txt, HTML, Epub, Etc) Template: 2 To, [Name of the recipient], [Address], [Date], Sub: Invitation letter to speaker for webinar Respected Sir/ Madam, I, [mention your name], a [mention your post], am writing this letter on behalf of [mention the name of the institution] to invite
you to this [mention the name of the webinar] as a speaker. The webinar will take place on [mention the date] at [mention the time]. It is known to one and all that your achievements in the field of [mention the department or subject], right from [mention the list of achievements, neatly, point by point, using bullets] are huge. Your sincerity and
determination have taken you to this position today and it will be no less than an honor if you can kindly educate our students on [mention the topic]. By sharing your views, you can motivate them to do their best, and knowing you will be the speaker, each and every student of our institution is excited. They look upon you as their role model. If you
want, while doing the webinar, you can refer to any source you like, be it some book or internet information. I am looking forward to a positive response from you, but in case you have prior commitments then I would like to request you to kindly let us know about that by mailing at [mention your email ID] or by calling at [mention your contact no.].
Once again, I am sincerely hoping that you will accept our invitation and share your valuable insight on the topic and our students will be able to learn from your approach and views, not just on the topic but on life as a whole. Thank you very much, Regards, [Sender’s name] [Organization name] Download Template : (pdf, docs, ODT, RTF, txt, HTML,
Epub, Etc) Template: 3 To, [Name of the recipient], [Address], [Date], Sub: Invitation letter to speaker for the webinar Respected Sir/ Madam, On behalf of [mention the name of the institution], I, [mention your name], a [mention your designation] am framing this invitation letter to ask you to kindly be the speaker of our webinar. The subject is
[mention the name of the subject], which is a very prominent topic these days and the date is [mention the date], while the time is [mention the time]. The webinar also has the facility of [mention them] for you. It is known to one and all how you managed to achieve this post today. With your sincerity, great academic qualifications, and strong
determination, you have made notable achievements in the department of [mention the name of the department]. Your pieces on [mention the topics] are well-known. Your last take on [mention the subject] on [mention the date] with the [mention the name of the institution] was a massive success. Everyone looks up to you and takes you as a figure of
inspiration and we are proud of you. If you can kindly share your viewpoints on the above-mentioned topic, then our students will be able to understand its importance more and will be able to learn from you as well. I am aware that you have a busy schedule, but still, I am hoping that you will be able to attend it and educate our students. It will truly
be a pleasure for all of us to have you as an honorable speaker. If by chance you are not able to attend it then please inform us via calling at [mention the contact no.] or mail ID [mention the email ID]. Thank you very much, Regards, [Sender’s name] [Organization name] Download Template : (pdf, docs, ODT, RTF, txt, HTML, Epub, Etc) Template: 4
To, [Name of the recipient], [Address], [Date], Sub: Invitation letter to the speaker for the webinar Respected Sir/ Madam, With this letter of invitation, we would like to ask you to kindly be our honorable speaker for the webinar, that is going to take place on [mention the date] at [mention the time]. The topic is going to be [mention the topic]. A total
of [mention the no. of attendees/students] will be attending it. We are glad to share with you that this webinar is one of the most anticipated ones as each and every student of [mention the name of the institution] is expecting to hear from you with bated breath. You are one of the most respected and prominent figures to them and they look up to you
to achieve the position in which you are in today. All of us have heard about your achievements, starting from your first [mention them all, in an organized manner, but remember to be precise and don’t go into long details]. Your last [mention it] with [mention the name of the institution] was a truly admirable one. It will be an absolute delight for all
of us if you can share your opinion on the matter stated above. For you, the webinar also holds the facilities of [mention them]. We will be waiting for your positive response, thus hoping you to make this webinar a truly successful learning session for our students. Please let us know, in case you are unable to attend it. You can mail at [mention the
email ID] or you can call at [mention the no.]. Thank you very much, Regards, [Sender’s name] [Organization name] Download Template : (pdf, docs, ODT, RTF, txt, HTML, Epub, Etc) Template: 5 To, [Name of the recipient], [Address], [Date], Sub: Invitation letter for the webinar Respected Sir/ Madam, With extreme pleasure, I am writing this letter
to invite you, Mr. / Miss / Mrs. [mention the name] to be the guest speaker for the webinar of [mention the name of your institution]. It is going to take place on [mention the date] and the duration will be [mention the time]. The topic is going to be [mention it]. We have even kept [mention the facilities] for you, taking care of your convenience. The
above-mentioned topic is one of the most crucial topics, your views on which can greatly educate our students, increasing their horizon of knowledge. Moreover, coming from a super successful and known personality like you, whose achievements like [mention them in a neat and precise manner, without going to unnecessary detail] are noted
worldwide, can further be beneficial for them to grow in life, learning from your viewpoints. All of us are still in awe of the way you delivered your last presentation on [mention the date]. We would like to tell you that it was a truly remarkable one and all of us have been following each and every presentation of yours. You hold a very innovative
approach to the subjects, something that is really admirable. Your presence alone can make a whole lot of difference. All of us are sincerely hoping that you will accept this invitation, therefore looking forward to your positive reply. In case, you are unable to, then it will be a request to please inform that via call or mail.

You can mail at [mention the email ID] or call at [mention the contact no.]. Thank you very much, Regards, [Sender’s name] [Organization name] Download Template : (pdf, docs, ODT, RTF, txt, HTML, Epub, Etc) Similar Posts:Webinar Invitation Letter Sample: 4 Templates How to Write Sponsorship Letter: 47 Templates 10+ Thank You Letter to
Guest Speaker Templates Event Invitation Letter Example: 4 Templates Declining an Invitation Letter: 4 Templates Letter to Decline an Invitation to Bid: 5 Templates Chief Guest Invitation Letter: 4 Templates Judge Invitation Letter: 4 Templates Alpha Kappa Alpha Graduate Chapter Invitation Letter : 8 Templates Apology Letter for Rescheduling: 10
Templates Was this article helpful? “Business, marketing, and blogging - these three words describe me the best. I am the founder of Burban Branding and Media, and a self-taught marketer with 10 years of experience. My passion lies in helping startups enhance their business through marketing, HR, leadership, and finance. I am on a mission to
assist businesses in achieving their goals.”



