[Sender's Name]

[Sender's Title/Position]
[Department/Organization Name]
[Official Address]

[City, State, ZIP Code]

[Date]

[Recipient's Name]
[Recipient's Title/Position]
[Recipient's Organization]
[Recipient's Address]
[City, State, ZIP Code]

Subject: Invitation to Attend [Official Government Event Name]
Dear [Recipient's Title and Surname],

On behalf of [Department/Organization Name], | am honored to extend this formal invitation to you to
attend the [Official Government Event Name], which will be held on [Day, Date] at [Time]. The
event will take place at [Venue/Location].

The purpose of this gathering is to [briefly state the purpose or significance of the event, e.g.,
celebrate a milestone, launch an initiative, discuss important developments, etc.]. Your presence and
participation would be greatly valued, as your insights and contributions are vital to the success of the
occasion.

We kindly request your confirmation of attendance by [RSVP Date] to facilitate proper arrangements.
Should you have any inquiries or require further information, please do not hesitate to contact [Contact
Person's Name] at [Contact Number/Email Address].

We look forward to your positive response and to welcoming you at the event.

Yours sincerely,

[Sender's Name]
[Sender's Title/Position]
[Department/Organization Name]



