
Invitation to the Intergovernmental Meeting 

Dear [Recipient's Name], 

On behalf of [Your Organization/Agency Name], we are pleased to invite you to attend the 

upcoming Intergovernmental Meeting scheduled for [Date] at [Location]. This meeting aims to 

discuss [brief description of the agenda/topic]. 

Details of the Meeting: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Venue: [Insert Venue] 

• RSVP: [Insert RSVP Date] 

Your presence and participation in this meeting are highly valued as we work collaboratively 

towards [insert goal/purpose]. Please confirm your attendance by replying to this email. 

Thank you, and we look forward to your positive response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization/Agency Name]  

[Your Contact Information] 


