
Formal structured event announcement letter

Subject: Official Announcement of Event Details

    Dear All,

    We are pleased to officially announce the upcoming event organized by [Organization Name].

    What: [Title of Event]

    Where: [Venue, Full Address]

    When: [Date and Time]

    This event will focus on [brief description of the purpose or theme]. We encourage all invited

participants to confirm their attendance at the earliest convenience. Additional materials and

schedules will be provided closer to the date.

    Thank you for your attention, and we look forward to your participation.

    Sincerely,

    [Your Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/what-where-when-announcement-sample


