
Formal Invitation Letter for Guest Speaker in Academic Seminar
Date: [Insert Date]
To: [Guest Speaker's Name]
Title/Position: [Speaker's Title/Position]
Institution/Organization: [Speaker's Institution/Organization]
Address: [Speaker's Address]

Dear [Dr./Prof./Mr./Ms.] [Speaker's Last Name],

On behalf of the [Department/Organization Name] at [Your Institution/University], I am honored to extend this formal invitation to you as a guest
speaker for our upcoming academic seminar, entitled, â€œ[Seminar Title/Topic]â€​, scheduled to take place on [Date] at [Venue].

The seminar aims to bring together scholars, students, and professionals in the field of [Field/Area], focusing on [Brief Description of the Seminar
Theme/Purpose]. We believe that your expertise in [Speaker's Area of Expertise] would greatly enrich our discussions and provide invaluable
insights to our audience.

The details of the event are as follows:

Event: [Seminar Title]
Date: [Date]
Time: [Start Time] â€“ [End Time]
Venue: [Venue Address]
Expected Audience: [Number/Type of Attendees, e.g., faculty, students, professionals]

We would be grateful if you could deliver a [Length, e.g., 30-minute] presentation on [Proposed Topic/Theme] and participate in the panel
discussion afterwards.

Kindly let us know of your availability by [RSVP Date]. Should you require any further information or have specific requirements, please feel free
to contact me at [Your Email] or [Phone Number].

Thank you for considering our invitation. We sincerely hope you will accept and look forward to your positive response.

Yours sincerely,
[Your Full Name]
[Your Position/Title]
[Department/Organization Name]
[Your Institution/University]
[Contact Information]
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