
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally request your attendance at our upcoming corporate gala, scheduled for 

[Date] at [Location]. This event is an opportunity for us to celebrate our achievements and 

strengthen our connections within the industry. 

We would be honored to have you as our guest and believe your presence would greatly enrich 

the evening. The gala will feature [briefly mention any special guests, activities, or highlights]. 

Please let us know your availability by [RSVP Deadline Date]. Should you require any further 

information, feel free to reach out to me directly. 

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

at our event. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 


