[Your Name]

[Your Title]

[Your Organization]
[Your Address]

[City, State, Zip Code]
[Email Address]

[Phone Number]

[Date]

[Recipient's Name]
[Recipient's Title]
[Recipient's Organization]
[Recipient's Address]
[City, State, Zip Code]
Dear [Recipient's Name],

| am pleased to extend an invitation to you for a diplomatic meeting scheduled to take place on
[Date] at [Time]. The venue for the meeting will be [Location].

The purpose of this meeting is to discuss [briefly state the topics/issues to be addressed]. Your
insights and contributions will be invaluable to our dialogue.

Please confirm your attendance by [RSVP Date]. Should you require any further details, do not
hesitate to contact me.

We look forward to your positive response and to a fruitful discussion.
Sincerely,

[Your Name]

[Your Title]

[Your Organization]



