Date: [Insert Date]

From:

[Your Name]

[Your Position]

[Your Company Name]
[Company Address]
[City, State, ZIP Code]
[Email Address]

[Phone Number]

To:

[Guest's Nane]

[Guest's Position]
[Guest's Company Nane]
[Company Address]
[City, State, ZIP Code]

Dear [Guest's Name],

We are pleased to invite you to attend the [Event Name], scheduled to take place from [Start Date] to [End Date] at [Event Venue] in
[City]. This event/gathering aims to [briefly state purpose, e.g., discuss business development opportunities, share insights, strengthen
our partnership].

To ensure a comfortable and convenient stay during your visit, we have arranged the following accommodation for you:

Hotel Name: [Hotel Name]

Hotel Address: [Hotel Address]

Reservation Number: [Reservation Number]

Check-in Date: [Check-in Date]

Check-out Date: [Check-out Date]

Room Type: [Room Type, e.g., Deluxe Suite, Single Room]

Special Amenities: [e.g., Complimentary breakfast, Wi-Fi access, Business center, Airport shuttle service]

All accommodation expenses during the event dates will be covered by [Your Company Name]. Should you require any changes to the
reservation or have any special requests, please do not hesitate to informus in advance so we can ensure your needs are met.

We look forward to your valued participation and are confident that your involverment will contribute greatly to the success of the event. Please find
attached further details about the event agenda and local transportation arrangements.

Kindly confirm your attendance at your earliest convenience by replying to this email or contacting me directly at [Your Phone Number].
Should you need any additional information, please feel free to reach out.

Sincerely,

[Your Name]
[Your Position]
[Your Company Name]



