
[Your Name]  

[Your Title]  

[Your Company Name]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Invitation to Our Office Launch  

I hope this message finds you well. We are thrilled to announce the grand 

opening of our new office located at [Office Address]. We invite you to 

join us in celebrating this exciting milestone.  

Event Details:  

Date: [Event Date]  

Time: [Start Time] - [End Time]  

Venue: [Venue Details if applicable]  

RSVP: [RSVP Details]  

This new space will allow us to enhance our services and foster 

collaboration within our team. We have planned an engaging program 

including [brief details about the agenda, e.g., refreshments, guest 

speakers, tours].  

We would be honored to have you with us on this special occasion as we 

look forward to sharing our vision and plans for the future.  

Thank you for your continued support. Please let us know if you can 

attend.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Company Website (if applicable)] 


