
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Early Notification of Upcoming Event  

We are excited to inform you that we will be hosting [Event Name] on 

[Event Date] at [Event Location]. This event will [briefly describe the 

purpose or theme of the event].  

Key details:  

- **Date:** [Event Date]  

- **Time:** [Start Time] to [End Time]  

- **Location:** [Full Address of the Venue]  

- **Registration Link:** [Link to register, if applicable]  

This is a fantastic opportunity to [mention any benefits or activities 

participants can expect, e.g., network, learn, enjoy entertainment, 

etc.].  

We would love for you to join us and encourage you to mark your 

calendars. Further details and a formal invitation will follow soon.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


