Announce Company Event [Replace with company letterhead]
Dear employees;
  

Please join us at _________________ [company name]'s _________________ [event name], to be held on _________________ [date] at _________________ [place], from _________________ to _________________. 

  

The _________________ [committee responsible for arranging the event] promises to provide plenty of exciting moments for all of you who attend. Highlights of the event will include: 

  

* _________________ 

* _________________ 

* _________________ 

  

Call _________________ [name of person in charge of RSVP] at _________________ [contact details] today to reserve your place. We are looking forward to seeing you on the _________________ [date]! 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
