Date: [Insert Date]

To,

Dr. [Guest Speaker's Full Name]

[Guest Speaker's Designation]

[Guest Speaker's Institution or Organization]
[Address Line 1]

[City, State, Zip Code]

Dear Dr. [Guest Speaker's Last Name],

On behalf of the organizing committee, it is our great pleasure to formally invite you as a distinguished Guest Speaker at the [Conference Name],
scheduled to be held on [Date(s)] at [Venue Name and Location)].

The theme of this year's conference is 4€ce[|Conference Theme]a€, focusing on [brief description of the theme or focus areas]. We are
confident that your expertise and groundbreaking work in [Guest Speaker's Area of Expertise] would provide our attendees with invaluable
nsights and inspiration.

‘We have scheduled your keynote speech for [Date & Time], with the session titled 4€ce[Proposed Topic/Title]a€. Additionally, there will be a
panel discussion and networking luncheon, where we would be honored to have your participation.

Event Details:

Conference Dates: [Start Date] &€ [End Date]
Venue: [Venue Name, Address]

Expected Audience: [Number and Type of Attendees]
Your Role: Guest Keynote Speaker, Panel Participant
Presentation Duration: [Duration, e.g., 45 minutes)]

Logistical Arrangements:

o We will cover all travel expenses, including airfare and local transportation.
¢ Accommodation will be arranged at [Hotel Name], located conveniently near the conference venue.
¢ Our team will assist you with any special requirements or arrangements necessary during your stay.

Please confirm your availability at your earliest convenience. Should you require firther information, feel free to contact me at [ Your Phone
Number] or [Your Email Address]. We sincerely hope you will accept our invitation and contribute to the intellectual vibrancy of our event.

Thank you for considering this invitation. We look forward to your positive response.

Warm regards,

[Your Full Name]

[Your Position]
[Conference/Organization Name)]
[Phone Number]

[Email Address]
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