
Satellite Office Grand Opening 

Dear [Recipient's Name], 

We are excited to invite you to the grand opening of our new satellite office! Below is the 

schedule of events for the day: 

Event Schedule 

• Date: [Event Date] 

• Location: [Office Address] 

• 10:00 AM - 10:30 AM: Registration & Welcome Coffee 

• 10:30 AM - 11:00 AM: Opening Remarks by [Speaker's Name] 

• 11:00 AM - 12:00 PM: Office Tour 

• 12:00 PM - 1:00 PM: Lunch & Networking 

• 1:00 PM - 2:00 PM: Special Presentation on [Topic] 

• 2:00 PM - 3:00 PM: Q&A Session 

• 3:00 PM: Closing Remarks & Thank You 

We look forward to celebrating this special milestone with you! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


