
Formal Notice of Opening Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to announce the grand opening of [Event Name] on [Date] at [Time]. This event 

will take place at [Venue/Location]. 

We invite you to join us for a celebration of [purpose of the event, e.g., new beginnings, product 

launch, etc.]. There will be refreshments, entertainment, and an opportunity to network with 

others in the community. 

Please RSVP by [RSVP Date] to confirm your attendance. 

We look forward to celebrating this special occasion with you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Contact Information] 


