Community Event Planning

Date:

To: [Recipient Name]

From: [Your Name]

Subject: Planning for Upcoming Community Event

Dear [Recipient Name],

I hope this message finds you well. I am reaching out to discuss our plans for the upcoming

community event scheduled for [Event Date]. We believe this event will be a great opportunity
for residents to come together, share ideas, and strengthen our community bonds.

Event Detalils

o Event Name: [Event Name]

« Date: [Event Date]

e Time: [Event Time]

e Location: [Event Location]
Agenda

e [Agenda Item 1]
e [Agenda Item 2]
e [Agenda Item 3]

We would appreciate your input on the above-mentioned details and any suggestions you may
have to ensure the success of this event. Please let us know your availability for a planning
meeting, or feel free to share your thoughts via email.

Thank you for your continued support and involvement in our community. | look forward to
hearing from you soon.

Best regards,
[Your Name]

[Your Position/Title]
[Your Contact Information]



