[YOUR ADDRESS]

[DATE]

[RECIPIENT'S ADDRESS]

Dear [RECIPIENT'S NAME],

| am writing to formally invite you to [EVENT NAME] which will be held on [DATE AND TIME OF
EVENT] at [LOCATION OF EVENT]. This event is set to be an exciting opportunity for [PURPOSE
OF EVENT] and we would be honored if you could attend.

The event will include [DETAILS ABOUT WHAT WILL HAPPEN AT THE EVENT], and we are
expecting [NUMBER OF GUESTS OR TYPE OF GUESTS]. Your presence would undoubtedly
contribute to the success of our event. [MENTION ANY SPECIAL ROLES OR REQUESTS FOR THE
RECIPIENT, IF APPLICABLE.]

Please let me know at your earliest convenience if you will be able to attend. We hope to make
[EVENT NAME] a memorable occasion and your presence would greatly contribute to that.

Yours sincerely,

[YOUR NAME]



