
Subject: Invitation to Contribute to Our Upcoming Event 

Program 

Dear [Recipient's Name], 

We are excited to announce our upcoming event, [Event Name], scheduled for [Date] at [Venue]. 

This event aims to [briefly describe the purpose of the event]. 

We would like to invite you to contribute to our program by [specific request, e.g., sharing your 

expertise, sponsoring a segment, etc.]. Your involvement would greatly enhance the value of our 

event and benefit all attendees. 

Details of the event are as follows: 

• Date: [Date] 

• Time: [Time] 

• Location: [Venue] 

• Expected Attendance: [Number of attendees] 

Please let us know by [RSVP Date] if you would be able to contribute. We look forward to the 

possibility of collaborating with you to make this event a success. 

Thank you for considering our invitation! 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


