This sample mvitation letter for a guest speaker at a school assembly serves as a formal request to invite an expert or notable individual to share
valuable insights and inspire students. The letter highlights the purpose of the assenbly, the proposed date and time, and the topics or themes to be
addressed by the speaker. It ains to establish a respectful and professional tone while emphasizing the importance of the guest's participation in
enriching the educational experience of the students. Using a sample invitation letter for guest speaker ensures clarity, proper etiquette, and
effective communication with potential speakers.

Sample Invitation Letter for Guest Speaker

[Your School Letterhead or Name]
[School Address]

[City, State, ZIP Code]

[Date]

[Guest Speaker's Nane]

[Their Title, if applicable]
[Organization/Company Naie, if applicable]
[Address]

[City, State, ZIP Code]

Dear [Guest Speaker's Nane],

I hope this letter finds you well. On behalf of [School Name], I am pleased to extend our formal nvitation for you to be the guest speaker at our
upcoming school assembly, scheduled for [date] at [time], to be held in the [location, €.g,., school auditoriumy.

Our assembly ains to [briefly state the purpose or theme of the assembly, e.g., motivate students about leadership, highlight the importance of
STEM education, etc.]. Given your significant expertise and inspiring contributions in the field of [specific area or profession], we believe your
sights will greatly benefit and inspire our students.

We would truly appreciate if you could address topics including [list specific topics or themes, if any], and share your experiences and advice with
our students. Your participation would certainly contribute to making the event memorable and meaningful for everyone involved.

Should you accept our invitation, we are happy to accommodate any presentation or technical requirements you may have. Please feel free to
reach out if you need further information or have any questions.

We hope you will consider joining us for this special occasion, and we eagerly await your positive response.

Sincerely,

[Your Nane]

[Your Position/Title]
[School Name]
[Contact Information]
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