Request for Attendance at the Annual
Executive Summit

Date: [Insert Date]
To: [Executive's Name]
[Title]
[Company Name]
[Company Address]
Dear [Executive's Name],
| hope this message finds you well. I am writing to formally invite you to join us at the upcoming
Annual Executive Summit, scheduled for [Insert Dates] at [Insert Location]. This summit aims to
bring together industry leaders to discuss key trends and strategies that can significantly impact
our sector.
Your insights and expertise would be invaluable to our discussions. We believe that your
participation will enrich the dialogue and help in forging stronger connections within our
network.
Details of the Summit:

o Date: [Insert Dates]

e Location: [Insert Location]

o Agenda: [Brief Summary of Agenda]

Please let us know by [RSVP Deadline] if you are able to attend. We would be honored to have
you with us.

Thank you for considering this invitation. We look forward to the possibility of your
participation.

Warm regards,
[Your Name]
[Your Title]

[Your Company]



[Your Contact Information]



