[Your Organization's Letterhead]

[Date]

[Recipient Name]
[Recipient Title/Position]
[Recipient Organization]
[Recipient Address]

Dear [Recipient Name],

On behalf of [Your Organization), it is our distinct pleasure to formally invite you to attend the [Name of
Official Event], to be held on [Event Date(s)] at [Event Venue, City].

The event will bring together distinguished professionals from [relevant industry/field], aiming to foster
collaboration, share insights, and advance our collective goals. Your expertise and participation are
highly valued, and we would be honored by your presence.

Event Details:

Event: [Name of Official Event]

Date & Time: [Event Date(s) & Start/End Time]
Venue: [Event Venue, City]

Schedule: [Brief summary or link to detailed agenda]

Accommodation Arrangements:

To ensure your comfort during your visit, [Your Organization] will cover the full cost of accommodation
at [Hotel Name], located at [Hotel Address], for the duration of the event ((Accommodation Dates]).
Your reservation will be made under your name, and all standard room expenses will be settled
directly by us. Should you require extended stay or additional services, please let us know, and we will
assist with the arrangements.

In addition, the following expenses will be covered by [Your Organization]:

Standard accommodation charges at [Hotel Name]
Daily breakfast at the hotel
Local transportation between the hotel and the event venue

[

Reimbursement of travel expenses up to [amount/cap details] (if applicable)

]

Please confirm your attendance at your earliest convenience, and inform us of any specific
requirements or dietary preferences you may have. Should you need assistance with travel
arrangements, visa support, or have questions concerning your stay, do not hesitate to contact us at
[Contact Email/Phone Number].

We greatly appreciate your consideration and hope to welcome you to [Event City] for [Name of
Event]. Your presence will make a significant contribution to the success of our event.

Sincerely,

[Your Name]

[Your Position]

[Your Organization]
[Contact Information]



