
Invitation Letter To Chief Guest For College Annual Function

[Your Name]

[Your Title/Position]

[Your College Name]

[Your College Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Date]

[Chief Guest's Name]

[Chief Guest's Title/Position]

[Organization/Institution Name]

[Organization/Institution Address]

[City, State, ZIP Code]

Dear [Chief Guest's Name],

Subject: Invitation to Chief Guest for [College Name] Annual Function

I hope this letter finds you in good health and high spirits. It is with great honor and pleasure that I,

on behalf of [Your College Name], extend a heartfelt invitation to you to grace our upcoming Annual

Function as the Chief Guest.

The Annual Function is a significant event in the academic calendar of our esteemed institution,

where we celebrate the achievements, talents, and hard work of our students. This year's Annual

Function, themed "[Theme Name]," promises to be a spectacular event filled with captivating

performances, thought-provoking presentations, and displays of remarkable talent.

Date: [Date of the Event]

Time: [Event Start Time]

Venue: [Event Venue Name]



Address: [Event Venue Address]

Your presence at the event would be an immense source of inspiration for our students, faculty

members, and staff. We believe that your insights and experiences would greatly enrich the

occasion and motivate our students to aim for higher levels of excellence.

We kindly request you to confirm your availability as the Chief Guest for the Annual Function at your

earliest convenience. Your confirmation will enable us to make the necessary arrangements and

ensure that your visit is both enjoyable and memorable.

Please feel free to contact me at [Your Phone Number] or [Your Email Address] for any further

information or clarifications. We eagerly anticipate the pleasure of your presence and look forward to

welcoming you to our campus.

Thank you for considering our invitation. We are confident that your participation will make our

Annual Function a resounding success.

With warm regards,

Sincerely,

[Your Name]

[Your Title/Position]

[Your College Name]

[Enclosure: Event Program/Agenda, Accommodation Details (if applicable)]


