
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient's Title/Position]  

[Organization Name]  

[Organization Address]  

[City, State, ZIP Code]  

Dear [Recipient Name], 

I hope this message finds you well. I am writing to inform you about the 

upcoming activities and events organized by the [Tzu Chi 

Foundation/Organization Name]. We are excited to share these 

opportunities for community engagement and volunteerism. 

Our upcoming activities include: 

1. **Event Title 1**  

 Date: [Date]  

 Time: [Start Time] - [End Time]  

 Location: [Location]  

 Description: [Brief description of the activity] 

2. **Event Title 2**  

 Date: [Date]  

 Time: [Start Time] - [End Time]  

 Location: [Location]  

 Description: [Brief description of the activity] 

3. **Event Title 3**  

 Date: [Date]  

 Time: [Start Time] - [End Time]  

 Location: [Location]  

 Description: [Brief description of the activity] 

We would love for you to join us in these meaningful activities. Your 

participation would greatly enhance our efforts towards [specific goal or 

mission]. If you have any questions or require further information, 

please do not hesitate to reach out. 

Thank you for your time and consideration. We look forward to seeing you 

at our events! 

Warm regards, 

[Your Name]  

[Your Title/Position]  

[Tzu Chi Foundation/Organization Name]  

[Phone Number]  

[Email Address] 


