[Your Company Letterhead]

[Date]

Subject: Invitation to Participate in [Event Name] 4€*“ RSVP Required
Dear [Recipient Name],

We are delighted to extend this formal invitation to you to participate in our upcoming corporate event, [Event Name], as one of our esteemed
guests and valued partners. This special event has been organized to foster collaboration and celebrate our mutual achievements.

Event Details:

Date: [Event Date]

Time: [Start Time] 4€“ [End Time]

Venue: [Event Venue and Address]

Agenda: [Brief overview of key activities or presentations, e.g., keynote speeches, panel discussions, networking sessions]

Your presence would greatly honor us and contribute to the success of this occasion. In order to make suitable arrangements and ensure a
welcoming experience for all our guests, we kindly request that you RSVP by [RSVP Deadline Date].

Please confirm your attendance by:

Email: [RSVP Email Address]

Phone: [RSVP Phone Nummber]

[Any additional RSVP options or instructions |

Should you have any questions or require further information, please feel free to contact us. We look forward to your positive response and to
welcoming you at [Event Name].

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]
[Your Contact Information]



