Your School's Letterhead]

Recipient's Title/Position]

Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

We are excited to invite you to our upcoming school event, [Event Name],

which will take place on [Date] at [Time]. The event will be held at
[Location].

This event aims to [briefly describe the purpose of the event, such as
fostering community engagement, celebrating student achievements, etc.].
We would be honored to have you join us and share in this special

[
[
[Recipient's Name]
[
[

occasion.

Please RSVP by [RSVP Date] to [Contact Person/Email/Phone Number].
We look forward to your presence and support.

Warm regards,

[Your Name]

[Your Position]

[Your School Name]

[Your Contact Information]



