Date: [Insert Date]

To: [Recipient Name]

Designation: [Recipient Designation]
Organization: [Recipient Organization]

Dear [Recipient Name],

We are pleased to invite you to participate in our upcoming seminar, "[Seminar Title]", organized by
[Organizer Name]. The seminar will be held on [Date] from [Start Time] to [End Time] at [Venue
Name, Address].

The purpose of this seminar is to [briefly state the purpose and objectives of the seminar, e.g.,
"explore innovative trends in technology and promote knowledge sharing among industry
professionals"]. We believe your expertise and insights will greatly contribute to the success of this
event.

Seminar Agenda:

Time Session/Topic Speaker
09:00 AM - 09:30 AM Registration & Welcome Coffee -
09:30 AM - 10:00 AM Opening Remarks & Keynote [Keynote Speaker Name]
10:00 AM - 11:00 AM Session 1: [Session Title] [Speaker Name]
11:00 AM - 11:15 AM Coffee Break -
11:15 AM-12:15 PM Session 2: [Session Title] [Speaker Name]
12:15PM-01:00 PM Panel Discussion & Q&A [Panelists]
01:00 PM - 02:00 PM Networking Lunch -

Please confirm your participation by [RSVP Date] by replying to this email or contacting us at [Contact
Email/Phone].

We look forward to your positive response and to welcoming you at the seminar. Should you have any
questions, feel free to getin touch.

Sincerely,

[Organizer Name]
[Title/Position]
[Organization Name]
[Contact Information]



