
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am writing to formally invite you to 

the upcoming event at the Kuala Lumpur Convention Centre (KLCC) on [Event 

Date]. This event will take place from [Start Time] to [End Time] and 

will feature [brief description of the event, e.g., keynote speakers, 

workshops, networking opportunities, etc.]. 

We believe your presence would greatly contribute to the success of the 

event, as your expertise in [relevant field or topic] is highly valued. 

This will also be a great opportunity for networking and sharing insights 

with other professionals in the industry. 

Please RSVP by [RSVP Date] 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 welcoming you to KLCC. 

Warm regards, 

[Your Name]  

[Your Title/Organization] 


