Announce Company Event for Families with RSVP [Replace with company letterhead]
Dear employees,
  

You and your families are genially invited to attend the upcoming _________________ [event type], sponsored by _________________ [company name]. The event will take place on _________________ [date] at _________________ [place] from _________________ to _________________. 

  

It is our hope that we will see you there. Please contact us at _________________ to reserve your place. Be sure to bring along your _________________. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
