
[Date] 

[Official's Full Name] 

[Official's Title/Position] 

[Name of Local Government Office] 

[Office Address] 

[City, State, Zip Code]  

Subject: Invitation to the Grand Opening of [Bank Name] - [Branch Location] 

Dear [Title and Last Name of Official], 

On behalf of [Bank Name], I am honored to invite you to the grand opening ceremony of our 

new branch located at [Full Address of Branch]. 

We are committed to supporting the economic growth of [City/Town Name] and look forward to 

serving the financial needs of this community. We would be privileged to have you join us as a 

guest of honor and participate in our ribbon-cutting ceremony. 

Event Details: 

• Date: [Date of Event] 

• Time: [Start Time] to [End Time] 

• Ribbon Cutting Ceremony: [Specific Time] 

• Location: [Bank Address] 

The ceremony will be followed by a tour of our new facilities and light refreshments. It would be 

a pleasure to discuss how [Bank Name] can contribute to the future prosperity of our local 

district. 

Please let us know if you will be able to attend by [RSVP Date]. You may confirm your 

attendance by contacting [Contact Person Name] at [Phone Number] or [Email Address]. 

We look forward to welcoming you to our new branch. 

Sincerely, 

[Your Signature] 

[Your Printed Name] 

[Your Title/Position] 

[Bank Name]  


