[Your Name]

[Your Title/Position]

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

[City, State, Zip Code]

[Email Address]

[Phone Number]

[Date]

[Recipient's Name]

[Recipient's Title/Position]

[Recipient's Organization]

[Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

I am pleased to invite you to [Event Name] taking place on [Date] at
[Time] in [Location]. This event is hosted by [Department/Organization]
at Fort Valley State University and aims to [brief description of the
event purpose].

We would be honored to have your presence as we [mention any specific
activities or highlights of the event]. This will be an excellent
opportunity for [networking, learning, collaboration, etc.].

Please RSVP by [RSVP Deadline] to [RSVP Contact Information]. We hope you
will join us for this exciting occasion.

Warm regards,

[Your Signature (if sending a hard copy)]

[Your Printed Name]

[Your Title/Position]

Fort Valley State University



