[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

I want to extend my warmest welcome greetings to you! 
To show how eager we are to know more about you, we would like you to attend our business luncheon this coming April 30 at the Grand Park Function Hall. We know your input could teach us a lot of things. You don't have to pay for anything. This will also somehow serve as our welcome treat to you. 
If you're interested or if you have inquiries, just call me at 12345678. 
Again, welcome to our neighbourhood and we are truly pleased to have you.


[bookmark: _GoBack]Sincerely, 

[Senders Name]
[Senders Title] -Optional-
