Your Name

Your Address

City, State, Zip Code
Email Address
Phone Number

Date

Recipient Name
Recipient Title
Organization Name
Organization Address
City, State, Zip Code

Dear [Recipient Name],

I hope this message finds you well. I am writing to formally request your attendance at the
upcoming award ceremony scheduled for [date] at [location]. This event is significant as it
honors individuals and organizations that have made remarkable contributions in [relevant field
or cause].

Your presence would add great value to this occasion, and we believe it would inspire not only
the award recipients but also attendees from various sectors. We would be honored to have you
as our distinguished guest.

Please let us know if you are able to join us. We would be more than happy to accommodate any
specific needs you may have during the event.

Thank you for considering this request. We look forward to your positive response.

Sincerely,

Your Name

Your Title

Your Organization



