
APPENDIX A – SAMPLE EMAIL INVITATION TO SPEAKER 

Dear Mr./Ms./Professor/Judge [LAST NAME], 

On behalf of the University of Memphis School of Law chapter of [name of organization], I 
would like to invite you to the Law School to speak on [topic/panel]. Our organization would 
like to host a program on [topic] on [X date or dates] at [time], and given your expertise in that 
subject matter, we hope that you will be able to join us for the event.  

We would be honored if you would accept this invitation to join us for this event. Please let me 
know at your convenience if you will be able to join us for the event, and please do not hesitate 
to contact me via this email address or at [phone number] if you have any questions about the 
event. 

Sincerely, 

Name 

Title (President, IPLS, etc.) 
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