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Date
Mr. John Smith
CEO
ABC Corporation
123 Main St.
Suite 200
Evanston, IL 60208

Dear John,
On behalf of the students, faculty, and administration of the Kellogg School of Management at Northwestern University, I am honored to invite you to be a keynote speaker at the X Conference on Date in Evanston, Illinois.
The 20XX conference, title, will focus on X.  Given company’s extensive work in X, our students welcome your insights and unique perspectives on the global business landscape.
At Kellogg today, we are building on our heritage as one of the premier institutions for management education worldwide.  Of utmost importance is equipping our students to stay globally attuned to the impact their decision can have on the world at large:  in all industries, geographies and cultures.  Programming like the X Conference offers an interactive forum to exchange ideas and fresh thinking.
The timing of your keynote address is flexible, as we will certainly work to accommodate your schedule.  Insert Name, a Kellogg student leader, will follow up with you to answer any questions that you may have.  First Name can be reached at Phone # or via email at X@kellogg.northwestern.edu.
On a personal note, as a Kellogg alumna myself who embraces our school’s commitment to public discourse, I sincerely hope you will be able to join us for the conference.  Thank you in advance for your consideration.
Sincerely,

Sally Blount ‘92
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