Your Name]
Your Title/Position]

Your Organization/Company]

Your Address]
City, State, Zip Code]
Email Address]

Recipient's Name]

Recipient's Title/Position]
Recipient's Organization/Company]

Recipient's Address]
City, State, Zip Code]
Dear [Recipient's Name],
I hope this letter finds
I am writing to formally
on [date] at [time]. The
occasion will provide an

purpose of the event].

[
[
[
[
[
[
[Phone Number]
[
[
[
[
[
[

Your presence would greatly contribute to the success of the event,
we would be honored to have you join us.

you well.
invite you to [event name], which will be

event will take place at [venue/location].

opportunity for [brief explanation of the

to [RSVP contact information].
Thank you for considering our invitation. We look forward to your

positive response.
Warm regards,

[Your Name]

[Your Title/Position]

[Your Organization/Company]

held
This

and

Please RSVP by [RSVP deadline]



