[Your Name]

[Your Position]

[Your Department/Office]
Fort Valley State University
[University Address]

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Position]

[Recipient's Organization]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

Subject: Invitation to [Event Name]

We are pleased to invite you to [Event Name] taking place on [Date] at
[Location] from [Start Time] to [End Time]. This event aims to [briefly
describe the purpose of the event].

We believe your participation will enhance the value of our event and
contribute to the discussions surrounding [mention specific topics
relevant to the event].

Please RSVP by [RSVP Deadline] to confirm your attendance. Should you
have any questions or require further information, feel free to contact
me at [Your Phone Number] or [Your Email Address].

We look forward to your positive response.

Sincerely,

[Your Signature (if sending a hard copy)]

[Your Name]

[Your Position]

Fort Valley State University



