
[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 excited to invite you to our 

upcoming Open House activities at [School/Organization Name] on [Date] 

from [Start Time] to [End Time]. This event will be a great opportunity 

for you to explore our programs, meet our staff, and engage with our 

community. 

Throughout the day, we will have various activities, including guided 

tours, informative sessions, and interactive exhibits. Light refreshments 

will be provided.  

Please feel free to bring family and friends along. We would love to see 

you there! 

Kindly RSVP by [RSVP Date] to ensure we can accommodate everyone 

comfortably. You can reply via email or by phone at [Your Phone Number]. 

Thank you, and we look forward to welcoming you! 

Warm regards,  

[Your Name]  

[Your Title]  

[School/Organization Name] 


