
Formal Invitation Letter for International Conference
Attendance
Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Position/Title]
[Recipient's Institution/Organization]
[Recipient's Address]
[City, Country]

Dear [Recipient's Name],

On behalf of the organizing committee, we are pleased to invite you to attend the [Full Name of the Conference], which will be held from [Start
Date] to [End Date] at [Venue/Location], [City, Country].

The main theme of this year's conference is [Theme/Topic]. We would be honored by your participation, given your notable expertise in
[Recipient's Area of Expertise]. Your contribution would not only enrich the discussions but also provide valuable perspectives to our diverse
group of international attendees.

Conference Details:

Dates: [Start Date] â€“ [End Date]
Venue: [Venue/Location]
Agenda Highlights: [Briefly list key sessions, topics, or keynote speakers]

We would be pleased to provide necessary assistance, including [mention any support, e.g., visa assistance, accommodation, travel
arrangements] to facilitate your participation.

Kindly confirm your attendance by [RSVP Date] to enable us to make appropriate arrangements. If you require any further information or
documentation, please do not hesitate to contact us at [Email Address] or [Phone Number].

We look forward to your positive response and to welcoming you at the [Conference Name].

Sincerely,

[Your Name]
[Your Position/Title]
[Organizing Committee / Organization Name]
[Contact Email]
[Contact Phone]
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