
Sample Invitation Letter for Seminar Participation in Online Webinar
[Your Organization's Letterhead]

Date: [Insert Date]

To,
[Recipient Name]
[Recipient's Designation]
[Recipient's Organization, if applicable]

Subject: Invitation to Participate in Online Seminar/Webinar on â€œ[Webinar Topic]â€​

Dear [Recipient Name],

We are pleased to invite you to participate in our upcoming online seminar (webinar) entitled â€œ[Webinar Topic]â€​, organized by [Your
Organization Name]. The webinar is scheduled to be held on [Webinar Date] at [Time] via [Online Platform, e.g. Zoom/Microsoft
Teams/Google Meet].

The objective of this seminar is to provide a platform for insightful discussion on [brief description of the topic/subject]. Your participation
would greatly enrich the conversation, given your expertise and experience in the field.

Webinar Details:

Date: [Webinar Date]
Time: [Webinar Time & Time Zone]
Topic: [Webinar Topic]
Platform: [Zoom/Teams/Other Platform] (Access link will be sent upon confirmation)

We would be honored by your presence and valuable contribution. Kindly confirm your availability by replying to this invitation by [RSVP
Deadline]. Should you require further information or assistance, please do not hesitate to contact us at [Contact Email/Phone Number].

We look forward to your positive response and to welcoming you to our webinar.

Sincerely,
[Your Name]
[Your Designation]
[Organization Name]
[Contact Information]
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