	
	
	
	
	Making arrangements
	[bookmark: _GoBack]41

	
	


[bookmark: bmStart]	address
	address
	address
	address
	address
	address

address
address
address
address
address
address


reference	date


Dear name

subject

On date our company will have been in business for 25 years. It would be a great pleasure for us to 
celebrate this occasion together with our business partners. We would therefore like to invite you to take 
part in our celebrations on this day:

11:00 reception in our offices, place
12:30 lunch with the management in our canteen
14:00 presentation of new products, tour of the premises and introduction to our staff
15:30 sightseeing tour of place by bus
19:00 dinner at the hotel name

Accommodation for number of nights nights (date) will be reserved for our guests at our expense at 
the hotel name.

Please let us know by date whether you would like to accept our invitation.

We would be very pleased if you could be present at the festivities and look forward to welcoming you 
in place.

Yours sincerely,
name
title
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