You're Invited!

Dear [Employee/Colleague’'s Name],

We are excited to announce that [Company Name] will be hosting a [Event Type] on [Date] at
[Location]. This event aims to [briefly describe the purpose of the event].

Event Details:

o Date: [Date]

e Time: [Start Time] - [End Time]
e Location: [Venue/Address]

e Dress Code: [Dress Code]

Please RSVP by [RSVP Date] to confirm your attendance. We look forward to celebrating with
you!

Best Regards,
[Your Name]
[Your Job Title]
[Company Name]



