
[Your Organization's Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Notification of Upcoming Event in Gwinnett County  

We are excited to announce that [Event Name] will be taking place on 

[Date] at [Location]. The event will begin at [Start Time] and conclude 

at [End Time].  

[Brief Description of the Event]  

We invite you to join us for this special occasion. To ensure a 

successful event, please find the details below:  

- **Date:** [Event Date]  

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

- **Location:** [Venue Address]  

- **Parking Information:** [Details if applicable]  

- **RSVP:** Please respond by [RSVP Deadline] to confirm your attendance.  

Should you have any questions or require further information, please do 

not hesitate to contact us at [Contact Information].  

Thank you, and we look forward to seeing you at the event!  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


