[HOST ORGANIZATION]
[Host address]   ·   [Host phone]   ·   [Host contact email]

[Letter date]
CONFERENCE INVITATION
RE: Your invitation to «Conference Name»
Dear «Attendee Name»,
On behalf of [Host organization], it is my pleasure to invite you to «Conference Name» on «Conference Date» at «Venue Name». Each year we bring together a small group of practitioners whose work we admire, and we would value having the perspective you bring from «Company Name» in the room.
This year's program centers on [Conference theme], with talks kept short, questions kept long, and generous breaks reserved for the conversations that matter most.
PROGRAM AT A GLANCE
	[Doors open time]
	Registration, badge pick-up, and coffee

	[Keynote time]
	Opening keynote, followed by morning breakout sessions

	[Closing time]
	Closing panel and evening networking reception



	YOUR REGISTRATION CODE
«Registration Code»
Register at [Registration link] by «Registration Deadline».



Seats are limited, and registration closes on the date above. If a colleague at «Company Name» should be with us too, reply to this letter and we will gladly send a second invitation.
Warm regards,
[Event coordinator name]
for [Host organization]




