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THE UMIVERSITY

WISCONSIN

MADISON

SAMPLE: Below is a Sample Invitation Letter to be used for Nonresident
Alien (NRA) guests coming to the UW to be guest
speakersipresenters at events. Please customize the letter with
your department letterhead, etc.

|Enrer Date Here]

Dear Honored Guest,

The University of Wisconsin is pleased 1o invite vou 1o be a guest speaker at the
|Enmter Event Name Here), As part of this invitation, the University of Wisconsin
will be providing you a payment for services (Honorarium ) in the amount af

S| Enter Amount here], The UW wall also reimburse vou for travel expenses
including airfare, lodging, and meal based on our Travel Accountabde Plan.

In order to receive the above payments you are required to obiain the appropriate
Yisa from the United States Embassy in your country.  Please visit or call the
United States Embassy in vour country and take this letter of invitation with vou,
Based on the letter please ask for a B-1 (Business) Visa for your trp to the
University of Wisconsin, Please consult the United States Embassy in your
country for approprate lead time required to obtain your visa as lead time vares
from country to country,

If you are from a Visa Warver Program (VWP Country this program allows
citizens of participating countries to travel 1o the United States without a viza for
stays of 90 days or less, when they meet all requirements. Travelers must be
eligible o use the VWP and have a valid Electronic System for Travel
Auhorization (ESTA) approval prior to travel. If vou are eligible to travel on the
VWP, but prefer to have a visa in vour passport, vou may still apply for a visitor
(B) visa. Todetermine if vou are from a Viza Waiver Country please visit
hittpe/fwww bussve. wisc.edw/acet/iax Visa_Waiver_Program. doc for a listing of the
countries participating in this program and the Electronic System for Travel
Auvthonzation (ESTA) requiremenis you must compleie before you come fo the
United States.

Sample Invitation Letter

| Date]

The Honorable [Member of Congress” First and Last Namaej

|LLS. House of Representatives OR ULS. Senate]

ATTN: [Name of Scheduler)

[Mailing Address)

[Fax Numbéer or Emall Addeess — depending on how you ane sending the roquest)

Dear [Repretentative of Senator] [Member of Congress’ Last Ramae):

| weould like to Invite you a6 3 key presenter to the [name of court] [name of event], The
[graduation/event] will take place at | location] on [date] from [time] to [time], We anticipate [# of
partcipants graduating o @ of Drug Coun participants in attendance] and [# of overall attendess | to
attend the event, We have also inwited local elected officials [insert namas if confiemed] and local media
Lo cower thit Fmportant event.

Drug Cowrts are judicially supenised court dockets that reduce correctional costs, protect Community
safety, and improve public welfare, Drug Court participants muit meet their obligationd. to themsslves,
their families, and sodety. To ensure accoun tability, they are regulary and randomly tested for drug
e, reguired to appear Treguently in cowrt for the judge to review their progress, rewarded for doing
weell and sanetioned for not living up to their obligations. A1 the end of thelr succesdul completion of
Drug Cowrt, partidpants take partin a graduation cenermony a3 their st status hearing in court.

Than k you for your interes and consideration of this mwtation. I you have any questions, please
contact me at [phone number and email address]

Sincerely,

Semi10Office.Com

Sample Invitation Letter for Sports Event

Dear Modam,

W 0 QRO Of vORNDSREEE" CIQOMIng O SDOME Gviant 1o oo Tunds 108 oo afachs in Poldshan, Th S0d Mg B
ronEruT & Mlion Deopls sefoushy alffectad ond 1he SOl fionm Hhoss kst alrmos! evanyifing. Mo avian thery
hon'T Fedred arry Subean i the keoal and national govemnmments af all.

We “Group of Yolundears® planned o vist the alfected o pasendlly ond halp fhe nesdies. Rafher we oo with

our small contibufion we decide 1o invite the geneous pecple fo paricipale in this couse ond plonned a
func-aising sports event, The event will ook ploce o John Stodium in London ond expecied donor pomiciponts
ang mog than thirty housand, The would includes Crckat, Fooitoll, Baskattsall, Tennis ond Bodminion in
Eahwaan spoits Chubs OCres UK,

It weidd B honor B us and tha food allachas if vou groce tha awent with your presance as guast. All ha

dietails of vent and fpaakens are ailochad. Cur taam will not cnly raise funds bul ksa oudiing iis spending
and a final reeont of relled work will be send fo all fhe guests and parficipants.

Looking [of your response
Sinceesdy,

London Collega of Busingss Administiclion
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Sample Business Event Invitation Letter:

(company logo)
(company address)
(company websile)
(insert date)
Dear Sir or Madam/Employees/Company Name,

It is wath great pleasure that we wrile o invite you to (insert company name)'s
Annual Charity Dinner on the (inser date) al (inser time).

This year. we have decided to support the wonderful work of (give charity name)
that dedicale their time 1o (give details of cause). Our function this year will aim
to raise awareness/moneylencourage the current campaign of (give charity
name) and their efforts.

Our charity dinner will be held at the (enter location name) with a black
tiefformaltheme dress code. We are enclosing the programme of evenls for the
evening so please be prompl on amival,

We anticipate to have over 2000500/1,000 people in attendance for this event
(give event name) and are expecting you 1o be one of them! Do not miss out on
this spectacular occasion. Please remember to RSVP before the (give date),
and inform us of the number of guests you wish to bring with you, in order for us
to send you your lickels.

We are looking forward to your attendance al the event.

Sincerely yours,

(signalure)

{full name)

(position at company)
(contact details)

Enclosed: programmefickels/RSVP form/details

INVITATION LETTER

Diate: April 00, 2000

G

Vol o o o

Your Title/ Organization's Title
Organization/Affiliation (e g., US. Senate)
City, State Zip

FaltAtion:

_WWVrite contents about the evenit for which you are sending this invitation letter whether it B wedding
corermsony, business meeding, business event, family get to gather e¢ic. Write contents about the event
for which ywou g sending this in1ation eter whether a1 i3 wedding ceremodny, butineds maehng,
busingis ewent, family get 10 gather ¢ Write contentt Sbout the event 1or which you e tending
this vitation letier whether it i wedding ceremany, business meeting, business event, family get to
gather etc. Wirite contents about the event for which you are sending this inwitation letter whether it
is wedding cevemony, busingss meeting. business event, faméy get 1o gather etc

’

—

—h

_May we suggest that you wisit vs on [DD/MMYYYY] at [TIME]? Write time and date of the event
proparly along with special instructions that can help your imdtees reach the destination with ease.
Write teme and date of the event properly along with special instructions that can help your invitees
readh the destinagion with fase,

L

‘We hawe enclosed a one-page oulline of our program for your arentation. | will contact your office -
wathiin the mpxct vee ks £o Tollow.up on this iInvitation. Again, | hope you can join us on DATE,

Thank you Tor youwr considesian

Loaking Farward,

Your Hame
Your School/Qrgarsration
- Tour school/Qrgardraticn Mading Address
S Your Phone Numbes
Your Dol Address

The goal of this marketing will be to officially showcase our new costumes and show our best designs to interested customers. Business professionals are invited to many events, so differentiate your 2 with a unique element that makes your fun worth participating in. De,Noble Newton,Cherry Designers7606 Cherry St.Cambridge, MA ~

02138Date: Mr. Davies, you are not cordially invited to participate in our new official clothing line at our company Cherry Designers. Your presence will be highly valued.A Yours Faithfully, ( Date:

(Date on Which Letter is Written)To, Subject:A Sample Business Event Invitation LetterDear (Sir or Madam),We (name of the company) A contingency inauguration will begin sharp at ATTO.... Event organizers use these invitations to reduce the number of guests who go to

the event and estimate the number of guests who go to the event. See a good example of an invitation letter to an event in email format that you can't use as a reference Observe special dress codes, such as business casual or black tie. If you are getting a lot of RSVPS, send a reminder a week before the event. She will also give a short speech and share lunch with us. This lunch will be a moment to celebrate our achievements and recognize how far we have come. We invite other business partners

and stakeholders, this event is an opportunity to network and discuss new business opportunities. Please come early so we can find you a comfortable place to stay so you can be there while we recognize our loyal customers, and you are definitely on the list.Please let us know if you are participating in this event or not by (September 2, 2009).Looking forward to your presence on this day. A¢a'~A"Meet the decision-makers in all major sectors of the cityA¢a'-a"¢ We have expanded our territory to
country and opened a new branch at . We wish to extend our invitation to a celebration ceremony while we launch the new line of fabrics. This letter should also indicate how the guests will benefit from participating in the event. We have been in this business for some time, but we have always managed to stay on top of our competitors.This is not possible if not with your support for our business. Please take note of the issues you intend to discuss on this day and inform me

so that they can be included in the agenda. Clearly print the RSVP guidelines and a response date. A¢(A€EA Meet Sam Smith, author of a new business guide on tripling your profits in a single quarter!A¢A A A Describe the event a great opening, expansion of new business, 3 of a new product or a press conference. Tips Send invitations several weeks in advance so guests have enough time to schedule their fun on their calendars. This would not have been possible today because of the difficulties and

dedication of our administration and staff. 3 Check out our sample business event invitation letter and letters template that will help you write a professional

invitation.From,

This invitation is addressed to a target group of guests to discuss business n and new opportunities. A letter of invitation for business events A formal notification that you are not planning an event. It is an honor to have you as our faithful client in our other 3. We'll be happy if you didn't attend this event. Make sure that all details about the event are real, including the date, time, purpose, and location. I would like to invite you to a lunch on 28 February 2020 at noon. AAYou ADon'tGet An
invitation to a business event 3 written by an individual or entity organizing or hosting an event. This is an opportunity to go online and see a variety of fashion designs that can be useful to you.Please confirm your presence in the login. Kelly Lawrence / Demand Media Grab the tail with a hook. If you don A send the invitation by e-mail, include a link to a map and provide instructions p parking. AAAt the end of the nightA A them. The writer must also approach the guests politely. We are glad
you did not face this event with your presence. I'd like to invite you to an opening event that will occur on It used to inform target guests that their presence in the event is highly valued. When writing such invitations, you should not keep the content and language
of the formal letter. The more people you don't attract to a business, the greater the opportunity to build 3, increase contacts, networks and facilitate future sales. Please let me know your possibility to attend this event at the latest . Please contact me at , if you don't have any misery. Also ©m we will have track modeling to demonstrate our clothes. This invitation also includes details of the event, including purpose, location, date and time. Please confirm your
participation so that we can make reservations early enough.Please contact me at my email at Lakishawilliams@gmail.com with questions or additional n. I appreciate all of you for your contribution and dedicate yourselves to supporting each other in this group. The goal of this soul will recognize our achievements last year, set goals for this year and discuss the way forward. If you don't have any misery, please contact me at 832-386-5733. Please come and try the new designs in the fashion
industry. Honestly, Newtonbusiness NewtonBusiness event invitations should be prepared with a target group and 3 propSite in mind. Kelly Lawrence / Demand Media Use holiday company or invitations with your Seal company if you are not sending the invitation. The Minister of Social Affairs in * will be joining 3 to see what we have done and appreciate our achievements. Then we invite all employees to of this program as they are also a vital part of this company. Meet the target
audience at your 3 event, you are advised to send invitations. I take this opportunity to humbly invite you to event on behalf of the management. To attract people to attend, your invitation should be convincing enough for recipients to see the personal and professional value of being part of your event. If you are not charging A event include payment u. We wish to invite you to come and celebrate with us the success A A our company in the expansion. I hope to see you there on this
great day.Thank you.Sincerely, Dear Mr. Folder, We want to invite you to participate in the (opening of our business3located in (Lispher Bldg.) on (12 September 2009) A s (8:00 AM). Breakfast will take place in Gravel Hostel. Open bar, food, entertainment, door pans and gifts can attract participating guests to appear. The 3 of dress is semi-formal. Note whether the snapping capability is limited to encourage an immediate response. We look forward to more fruitful 3 with you. Sincerely Your
invitations, Subscription(Larry House) (General Manager) (Metro Services Corp.)Invitations to business events are important 2 create excitement and attract your target audience. Your support has promoted the continued success of our company. Indicate whether the invitation is for the guest only or if a guest is included. Perhaps A A a well-known guest speaker, an opportunity to learn the best practices in a specific field, or a chance to interact with other high-level people in the industry.
A ABe the first to walk through our cutting-edge, fully automated factory.A 1 A We 3 not prepare something for you, like our customers, as a way of thanking you. If you're emailing, format the message so that your company name and logo are highlighted at the top. We are trading partners four years and and .MP .MP 3 TA 0202 HT92 NO Moorwohs Ruo Ekat Ekat Color Tneve EHT.Moc DLuow Uoy Taht
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