 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Invitation to the [ Company event ]

We are celebrating the 35th anniversary of our Company, we will hold [ an event ] entitled [ the name ] at [ time] on [date] at [ venue ].

You are cordially invited to the event. However, if you cannot attend the event, please inform us at least one week in advance [ the event ]  taking place.

If you would like to know further details about [ the event ],  please do not hesitate to contact us.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

