Formal Invitation Letter Format for Corporate Event

[Your Company Letterhead]
[Company Name]

[Company Address]

[City, State, Zip Code]
[Phone Number]

[Email Address]

[Date]

To,

[Recipient's Name]
[Recipient's Designation]
[Recipient's Company Name]
[Recipient's Address]

Subject: Invitation to [Event Name]
Dear [Recipient's Name],

We are pleased to invite you to the [Event Name], organized by [Your Company Name]. This event ains to [briefly state the purpose, e.g.,
celebrate our annual achievements, discuss upcoming projects, foster business relationships, etc.].

Date: [Event Date]

Time: [Start Time] to [End Time]

Venue: [Event Venue Address]

Dress Code: [e.g., Business Formal, Business Casual]
Agenda: [Brief event schedule or main activities]

‘We would be honored by your presence at the event. Kindly confirm your attendance by [RSVP Date] to [RSVP Contact Person, email, or
phone number].

We look forward to hosting you and sharing an enjoyable and productive time together.

Sincerely,

[Your Name]

[Your Designation]
[Your Company Name]

This is a formal invitation template for corporate events. Please replace bracketed content with the relevant details.
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