Sample Business Event Invitation Letier ( Lietterhead format)

January 1, 2011

To,

Recipients Nane
Recipients Title
Recipients Company
Recipionts Addross

City, S1aie, Zip Code

Iras winh greal pleasure that we mvite you 1o (the lavneh of ous new magazme) on (Janvary 20, 2011) ai the
(Hotel InterContinemal) at (1600hours).

Kindly give us a confirmation of your attendance by (January 10, 2011).
Leooking forwwd to seeing vou,

Sincerely,

[Signature]

{Sender's firat and last nanes)

[Tl and Company name}




