 [ your company’s name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re:  Invitation of [ the Guest of Honour – the name ] to [ the event ]

We would like to invite you to be the Guest of Honour at our Company launch event  [other reasons can also be specified] and to attend our ribbon-cut ceremony on [date].

We would be very honoured if you could attend this occasion. However, if you cannot make it, please give us a call as soon as possible. [ other time can also be specified ]

We are looking forward to hearing from you soon.

Yours truly,

[ your signature ]

[ your name ]

[ your title ]

