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Lesson 3
Letters of Invitation
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> Writing 1s the lifeblood of career success.

---Business Writing with Heart: How to Build Great Work Relationships

One Message at a Time By Lynn Gaertner-J-ohnston
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p 1. Invitations

Invitations can be divided into two categories: invitation
cards and invitation letters.

An informal invitation resembles a business letter. When
sent from a business office, the letter is sometimes
keyboarded on executive stationery.

Formal invitations generally are printed and follow formats
found in etiquette books.
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P 1. Invitations

Wording of invitations should be conversational, as if the
writer were extending the invitation orally. A general
invitation should be cordial and sincere, while a formal
invitation should be less personal, written in the third
person.
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P 1. Invitations

Often formal invitations include “RSVP” and a telephone
number. The RSVP informs invited guests that the host is
expecting an immediate reply to facilitate plans for the
event. If an invitation includes “Regrets only”, it will require
a reply only if the invited guest cannot attend.

RSVP: Répondez s’il vous plait. It means “Please let us know
if you plan to attend.”

Regrets only is used asking those who CANNOT attend to
notify the host in advance.
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P 1. Invitations

* |Invitations are written in the deductive pattern and are
relatively short.

* |Invitations usually include three parts:
v’ Invite the reader to the gathering.
v Offer a reason for the gathering.

v’ Give the date, time, and place of the gathering.
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P 2. Acceptance and refusal (additional)

Formal acceptance

Mr. William Gregory
accepts with pleasure
the kind invitation of

The Local Bank Tellers Club
Saturday, May 6th
at four o’clock

Suite 13 of the Howard Building
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P 2. Acceptance and refusal (additional)

Expressions of accepting an invitation:

We're very glad/ happy/ pleased/ delighted to accept /
come / arrive / attend...

Mr.xx accepts with pleasure the kind invitation for
(some occasion) to be held at (some place) at (time).
It’s very nice / kind of you to invite us...

Thank you very much for your kind invitation to... We
would be pleased/ delighted/ happy/ glad to come.
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P 2. Acceptance and refusal (additional)

Formal refusal

Mr. and Mrs. Barry Green
regret that a previous engagement
prevents their accepting
the kind invitation to dinner
at the home of
Mr. and Mrs. John Smith
on Monday, the fourth of April.
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P 2. Acceptance and refusal (additional)

Informal refusal
Dear Mr. Hudson,
| regret very much that, owing to a previous engagement, |
cannot have the pleasure of accepting your kind invitation for

Sunday next.

Very sincerely yours,
Tom Huber
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P 2. Acceptance and refusal (additional)

Expressions of declining an invitation:

I’'m sorry that | can’t dine with you on...

Much to my regret, I’'m unable to accept your kind invitation.
Thank you very much for your kind invitation, but unfortunately |
have another engagement on that day.

| am very sorry | cannot join you because...

Please accept my sincere regrets for not being able to join you in...
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P Letter A: An invitation card

The Sales Department of the New York B&G Wine Co., Ltd
Cordially invites you
to
a tea reception
marking
the opening of the branch in Shanghai
at 10:00 a.m.
in Hilton Hotel
on
Wednesday, May 15, 2013
RSVP
Tel: (021)4326###H#



Sample Analysis

D Letter B: An invitation card

Mr. Robert Shenstone
Director of the Beijing Institute of Atomic Energy
requests the pleasure of the company of
Mr. and Mrs. Dickenson
at a dinner party
in honor of Mr. Liu Wenling
senior engineer of Beijing Energy Institution
on Saturday, July 7, 2004
at seven o’clock p.m.
at Bridges Restaurant, Willow Avenue
Regrets Only Tel: 84104650 Dress: formal
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P Letter C: An invitation card

President Maureen Hartford
invites you to a reception
in honor of
Dr. Rosalind Reichard
to bid her farewell as she assumes
the presidency of Emory and Henry
on July 27, 2013
from 3:00 p.m. to 5:00 p.m.
RSVP 760-8511
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P Letter D: An invitation to a dinner party
Dear Mr. Black,

To celebrate the 10th anniversary of Shenzhen Trading Co., Ltd., we are holding a dinner party at
Hilton Hotel in Shenzhen from 7:00 p.m. to 9:30 p.m. on Saturday, June 6.

You are cordially welcome to the party so that we can express our sincere appreciation for your
generous support. For your information, the party will be attended by other business elites such as
Mr. Zhang Hong and Li Ping from ABC Trading Co., Ltd. We believe that this may offer many of us an
excellent opportunity to get acquainted with each other.

We do hope that you will be able to join us on this occasion, and look forward to meeting you at the
party.

Sincerely yours,
Frank Wang
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P Letter D: An invitation to a dinner party

Dear Mr. Black,

To celebrate the 10th anniversary of Shenzhen Trading Co., Ltd., we are holding a dinner party at
Hilton Hotel in Shenzhen from 7:00 p.m. to 9:30 p.m. on Saturday, June 6.

You are cordially welcome to the party so that we can express our sincere appreciation for your
generous support. For your information, the party will be attended by other business elites such as
Mr. Zhang Hong and Li Ping from ABC Trading Co., Ltd. We believe that this may offer many of us an
excellent opportunity to get acquainted with each other.

We do hope that you will be able to join us on this occasion, and look forward to meeting you at the
party.

Sincerely yours,
Frank Wang



Sample Analysis

P Questions for comprehension

. What should a general invitation be like?

.. Can you write the outlines for an invitation letter?

3. According to letter A, do you know how to write invitation cards?
«.  What should a formal invitation include?

. What kind of specific information does letter D give?

Key:

1. A general invitation should invite the reader to the gathering, offer a reason for the gathering,
and give the date, time and place of the gathering.

2. Open.

3. Yes, letter A shows clearly how to write invitation cards.

4. A formal invitation should include “RSVP” and a telephone number.

5. Letter D tells the reason for the party, as well as date, time, and place of the party, and elites
who will attend the party.
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Letter A: An invitation to a banquet
Poor

Dear Ms. Ainsworth,

We will hold a banquet in honor of our dealers. The banquet will be
held at Goldstone Resort at seven o’clock on July 8. Our president will
deliver a speech. After that, awards will be presented to dealers with
the largest percentage of new accounts.

We sincerely hope that you can come and look forward to hearing
from you.

Sincerely yours,
Dale Wood
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P Sample contrast

Letter A: An invitation to a banquet
Improved

Dear Ms. Ainsworth,

You are invited to be our guest at the Goldstone Resort for our annual Dealers
Convention Banquet. It will be held in the Seashore Banquet Room on Sunday, July 8.

The evening will begin with a reception at seven O’clock, followed by a dinner, a
speaker, and the awards presentation. For the first time this year, awards will be
presented to the dealer with the largest percentage of new accounts.

Please let us know by the end of June whether you will attend. | am hoping to see
you at the banquet.

Sincerely yours,
Dale Wood
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Useful patterns

P In the opening
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I am pleased to invite you to attend our party to be held on Julyl at our
company.

W EPOEAE SN T H 1 BN A F 2847 I 2 .
It is a great honor for me to invite you to our summit for senior managers on
October 10.

R RELIBIEE SN 10 H 10 SHEREHE AN g1

It is with great pleasure that I invite you to attend the Import & Export Fair on
August 15 at Baiyun Square.

A EXEFEESM 8 H 15 SEH BTt N3 5 2.
I take great pleasure in inviting you to our opening ceremony this Monday at

Four Seasons Hotel.
B 5 P S S N IX A A 1 — 5 DY 2= R0 5 2347 ) b PR i



Useful patterns
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P In the opening e
s. I take the pleasure of inviting you to our product promotion meeting to be held on
December 1, 2017 at Yuexiu park.

AR B D HBIE B S INRATLE 2017 4 12 H 1BRF5 A 28T i HEN 2
.. We would like to invite you gladly to attend the production demonstration meeting at
Pazhou Exhibition Center from 12th, July-15th, July.

FAMR BB S 7 H 12 2 15 SRS 028 T 17 iR 4.
7 We would like to extend to you an invitation to be our theme speaker at Cross-border
E-commerce forum to be held at Hong Kong Conference and Exhibition Center on
August 31, 2017, at 8:00 in the morning.

A TEAE EBONIRAAE 2017 42 8 H 31 S | 8 s EF s B L2 T
Ps SRR E S A

8. You are cordially/warmly invited to our dinner party at Huadu Hotel on August 1 at

8:00 pm. LU/ AEBBIEEEH)E 8 H 1 HIG b 8 i AEALERIN 5 2517 IR IR =2
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P In the opening

.  We request the pleasure of your company at our housewarming party to be held at
Jinjiang Hotel on October 12.
PATR T 10 A 12 HEEMRILBUE AT IR IE M2, W05t

M o

. The pleasure of your company is requested at new products release conference on
this Monday, from 8 to 10 o’clock in the evening at the Loyal Club.
GRS B b 8 SF] 10 ffE 2 FERIBEAT IR KA 2
1. On behalf of our Ass001at10n, I am honored to invite you to our annual award
evening party to be held at Donghu Hotel on September 12.
i ARFN R EHIBITESINE T 9 H 12 HAERMFEAAT RS Z MR
W2
2 ’m writing to invite you to join in our business development and challenge seminar
at Great Wall Hotel on October 1.

HEERBEEZESIN 10 A 1 BERBEERAT R RS ST =



Useful patterns

P In the closing

1.
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We look forward to seeing you on that day and share the great time.
FATARAEI R WA, 0 &SR aF N %1

We would be greatly delighted if you are able to attend our meeting on time.
R IR BRI, S EATH = FATR = IEE &%

If you have any question, please call me at 020-45678392.
Gu R A AT, AT SRR TS 020-45678392

I would like to meet you there and please let me know your decision.
(BIRBEAEM BN, 385 r R R E R E .

My company and I would feel honored if you could come.
WERGERER, FRATTRAT A FIR AR =E

Please confirm your participation at your earliest convenience.

e nZmn, HRHEZ,



Useful patterns

P In the closing

e

I hope you’re not too busy to come. IR =TE HATH LI
We should be very grateful if you could honor us with your presence.
IR AERE FR G, FATTREAN IR
Would you please drop me a line to let me know if you can come ?
WRARRER, HRGIREEIEIRAE.
The favor of a reply is requested. %15 & b5 .
I hope that you won’t decline my invitation. A7 B A0 4030 18215 -
Would you please consider the possibility of attending the annual managers
summit?
EEERBNE —F— ERE NI TR
If that time does not fit into your schedule, please feel free to suggest a day that
1S more convenient to you.

AR AR TE] 5 OR AV, TR BER I A Pk FE A BT R — Ko
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P Practice 1

Directions: You are required to write an invitation letter for
your company’s 20-year anniversary ceremony about 100
words according to the following instructions given in Chinese.

1. Ef: KAFRIL_THE

=R B
2. FffE]: 200843 H 18 HLE49:30 &
11:30
i TEEE S TR )T

3. {EBHEZH
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P Practice 1

March 10,2008

Dear Sir or Madam,
I’'m pleased to invite you to participate in our company’s 20-year
anniversary ceremony held on March 18, 2008 at 9:30-11:30 am in the fourth

floor’s banquet hall of Garden Hotel. We would be greatly honored if you could

come. Looking forward to your reply .
Yours sincerely,

Susan Harry
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P Practice 2

c BRUMRRVHSZELE | InFBE | FRULTHRETERS | B8A
Mr.Smith E—iMFEEESl , RSEELUT AN AH :
- 1. B9E : 6 H3H®MES =
-« 2. MR BEE 306 =
- 3. EEES BT PR HESE
© 2022 FEEFE (BE) HESIEES
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BAUREIHEEL | s 52 |, (RUBTHRIZTERIIS |, 1545 Mr.Smith B—p4EiaEtb&n
, REEREUTIIANAE :

1 AdiE : 6 B 3 HiGLE 8
2. #he  HEFTE 306 =
3. XEE  BRT , BIEFR , HiEF
%1’!5 1
1. BREE (—8F) | B (—WER) | AERBESFEE (—RE1E) .
2. BN T OHNERIISES] , 81 HENRRSHES. (2252 .8
A |, AeEIRGIAE—NES]. )
3. BXIBRERNENS , AEXNTLRERSIN , B HRIEIES,
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« MAHE

«  RFTRERRT , BI(TRED—RETINS., (EATHS , BIEEEESM
6 H 3 Bt 8 mEHEF A,

. B VER T —LEBAESD , tbaNR R+, BRI, HiESEE. 5F
EPE ’—“FwEI’Jf’éQ}EiﬁZ— EHRMEEEKTA , OKSHHERE , B2
W, BR, WEFEEE., XTmFUHER , B—FEERAT E8FhEHREE
KOZEFAE J"'?_ J=' REERT, EEARATALOIENSELNZE J"'?'_EI’JI’?
K, 5')!3151%&*7? AT LA —B0z k77—t R RAYEEE | UARIRTFT
WRNEEEE. 2E  BIIMARETFIREE RS , F(1—ERE J?EI’JH{’E

, £tan Lisao, Jluge Tianwen, Jiuzhang &3,
. s fS—BEX P EE S SRRERE |, llﬂ:ﬁu’(ﬂ’ﬁ) EE)J—?TE ILREXS
PENRI T . BRXERIEEERSMIEA NS | BIfFERIZIE,
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NI -
Dear Mr. Smith,

NERAIETT |, BIIBEAEETNS. (FRAIK , FREF=EIEESI0 2022
F 6 B 3 HiR L 8 REHFE 306 =& EDl.

NS ESBERMBEHNED , ELERT. HEEE. BIiDiFIREE. R FE2F
EHin T PHEREBRLZ— , BRI ( reed leaves ) BIEHEXK ( sticky rice ) 2%
Himek . REFEERTERENZ— 8 FEEE8. EFinFHHE8%k , B—
MZEZR AT EESFETRERBEFARR. FILAEFWEIRESRTFZE |
1S A TERAVEEE |, BRBMEENISER , bl (B5E) (Lisao) . {JLIX)

(Jiuge). (XM@Y ( Tianwen ) Z,

(RELERBEARSPESARERSGE |, B EX I EISR I REILRZIR T+
E3t. BEipitaZEReekSNE1INIEs |, BHFENERRS.

* Yours sincerely,
* LiHua
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Dear Mr. Smith,

JIKARE (celebrate) 15 , BTGB FF (hold) AL (theme class meeting) ., YEATHE
(monitor) , FRARFEZ=ZESRESAN (I'm very pleased to invite you to participate in)2022 &£ 6 B 3
Hi% £ 8 REVIISER , REHE (Teaching Building)306 #(Z,

< FEEFEEERIESRD (diverse activities) , ELAIEFRF (making Zongzi) . HHES. B
SEIF (reading poems) FE, iR FREFPEIRFHEUESEY) (traditional food) , FEIRFIERE
Bll, EF XN THBIASE (As for the origin of the festival) , B—FiHiAR (one version is
that) 57225 (commemorate) FEGLHAERZEIFA (famous patriotic poet in ancient China)
BIR. FrLAESWEFIR=EAT2E | BB HAEREINEE | BRIEMERYISFER | tban (B3
(Lisao) . LX) (Jiuge). (XM@Y ( Tianwen ) Z,

{RGE2EIFEL (You told me that) {RITHRE SRR (be crazy about/ be keen on) , 18
& ('m sure that) IXNENSFEIREINRZIBY T #RPESL/L (deepen your understanding of
....... ) . EE (sincerely) SRR INEA IS | BIFEMEREREE (Looking  forward
to your early reply) ,

Yours sincerely,

Li Hua



Writing practice

» Practice 2

Dear Mr. Smith,

In order to celebrate the Dragon Boat Festiva, we will hold a theme class meeting. As
the monitor, I am very pleased to invite you to join us for the event at 8:00 pm, on June
3, 2022. It will be hold in Classroom 306 of the Teaching Building.

There will be various activities such as making Zongzi, telling stories, reading poems
and things like that. Zongzi is the traditional Chinese food for the festival and it would
be fun to learn how to make it. As for the origin of the festival, one version is that it is
to commemorate Quyuan, a famous patriotic poet in ancient China. So after making
and enjoying Zongzi, we will tell the stories of Quyuan and read about his poems, such
as Lisao, Jiuge, Jiuzhang, etc.

You told me that you were crazy about Chinese culture, so I'm sure this activity will
deepen your understanding of it. I sincerely hope that you can come and join us,
looking forward to your early reply.

Yours sincerely,
ILi Hua



Thank you !
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