Inauguration Ceremony Guest Invitation (Samples)                                                  DSTO-SSA, April 2023
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Thank you for the Engineering Students’ Union, HKUSTSU, Session 2023-24 for sharing the emails sent to their guests for the 29th Inauguration Ceremony in 2023.



You can find four email samples related to different stages of guest invitation for inauguration ceremony below. The emails are edited as samples for your reference. You are advised to make reference to different online samples too, and develop the best version for your society.





******************************************************************************
An invitation letter. Decide who to invite, search or verify the organizations and the people you are going to invite, such as their full name, title, position, email. Send out earlier to show your respect and increase the attendance rate.
******************************************************************************
Email Subject: Invitation to the xxth Inauguration Ceremony of the (society full name) on (the scheduled date)

Dear (the guest’s title and surname),

Invitation to the xxth Inauguration Ceremony of the (society full name)

On behalf of the (society full name), Session xxxx-xxxx, you are cordially invited to the xxth Inauguration Ceremony as an honorary guest. It would be our great pleasure to have your presence on that day.

(A brief introduction of your society—e.g., history, mission, objectives, serving group, can also state why invite that organization or people) The (society full name) is a non-profit student organization in The Hong Kong University of Science and Technology (HKUST). XXX represents around xxx undergraduates and postgraduates of the XXX and aims to promote welfare, academic and extra-curricular activities to members and engineering students. XXX also promotes a positive image of engineering studies at HKUST.

Details of the ceremony are as follows:
Date: xxx (to be formal, don’t skip the year)
Time: xxx - xxx (Cocktail and Registration Session starts at time and venue)
Venue: xxx, HKUST
Dress Code: Formal

(Not necessary to set a theme for the ceremony. Alternatively, you can introduce your cabinet’s name and the meaning.) The Inauguration Ceremony will carry the theme of “XXX”, which symbolizes the continuation of societal efforts and the birth of the new Executive Committee. Upon completing the oath-taking at the ceremony, we, the elected Executive Committee of the (society full name), Session xxxx-xxxx, would assume office and start to serve our members for the year ahead.
Grateful if you could kindly indicate your availability and personal information through the link below by (deadline) for us. 
https://xxxx 
(please use a secure platform to create the form or simply include a reply slip for guests to reply. Don’t collect unnecessary personal information)

Your presence will be an encouragement and support for our cabinet. We sincerely hope you can be our honorable guest, and we are looking forward to your favorable response. 

Should you have any inquiries, please do not hesitate to contact XXX (Elected Position) at XXX (contact no.), or XXX (Elected Position) at XXX (contact no.), or via email at xxx@connect.ust.hk.

Yours sincerely,
(President’s name)
Elected President
(society full name), Session xxxx-xxxx


		





(If applicable, your society’s signature, with IG, webpage, contact information, etc.)
	




	******************************************************************************
Confirmation email for your guest after they registered for the ceremony. For those who have replied not able to attend, remember to politely send them a reply as well, so that they feel valued and may consider to attend in the future.
******************************************************************************
Email Subject: [Confirmation] Invitation to the xxth Inauguration Ceremony of the (society full name) on (the scheduled date)

Dear (the guest’s title and surname),
 
Confirmation of the xxth Inauguration Ceremony of the (society full name)
 
Thank you very much for accepting our invitation to attend the Inauguration Ceremony. It is our great pleasure to have your presence on that day.

Details of the ceremony are as follows:
Date: xxx (to be formal, don’t skip the year)
Time: xxx - xxx (Cocktail and Registration Session starts at time and venue)
Venue: xxx, HKUST
Dress Code: Formal

(For non-HKUST guests, attach a transport guide, campus map, may also check with VIPs if parking space is needed to reserve for them.) Please find attached the transportation guide and a sample of our direction signs for your kind reference. 

Should you have any inquiries about the ceremony, please do not hesitate to contact XXX (Elected Position) at XXX (contact no.), or XXX (Elected Position) at XXX (contact no.), or via email at xxx@connect.ust.hk. 

We look forward to seeing you at the Inauguration Ceremony.
 
Yours sincerely,
(President’s name)
Elected President
(society full name), Session xxxx-xxxx

		





(If applicable, your society’s signature, with IG, webpage, contact information, etc.)
 





******************************************************************************
A reminder to be sent out near the ceremony. Keep it short. If any updated information from the confirmation email, do highlight it to get the attention. 
If possible, call the guest to double confirm their presence and the arrival time, to update your guest list at the registration table and the MC script.
******************************************************************************
Email Subject: [Reminder] The xxth Inauguration Ceremony of the (society full name) on (the scheduled date)

Dear (the guest’s title and surname),

Reminder for the xxth Inauguration Ceremony of the (society full name)

Kindly be reminded that the xxth Inauguration Ceremony of the (society full name) will be held tomorrow:  

Date: xxx (to be formal, don’t skip the year)
Time: xxx - xxx
Venue: xxx, HKUST
Dress Code: Formal
Remark: Registration and Cocktail Session will be ready at (venue) at (time) for our honorable guests.

Kindly find here the Inauguration Ceremony Booklet for the rundown and more information. (For non-HKUST guests) Please refer to the attached video from HKUST North or South Gate to the (venue) or follow our direction signs (attached a sample) on-site tomorrow. 

Should you encounter any difficulties in locating the venue on that day, please contact XXX at xxxx xxxx or XXX at xxxx xxxx for assistance. For other inquiries about the ceremony, please contact XXX (Elected Position) at XXX (contact no.), or XXX (Elected Position) at XXX (contact no.). 

We look forward to seeing you very soon.

Yours sincerely,
(President’s name)
Elected President
(society full name), Session xxxx-xxxx


		





(Your society’s signature, with IG, Webpage, Contact Information, etc.)
******************************************************************************
A thank you email after the event with the event photos for guest. This is important, but not many societies would do so.
******************************************************************************
Email Subject: Thank You for attending the xxth Inauguration Ceremony of the (society’s full name)

	

	Dear (the guest’s title and surname),
 
On behalf of the (society’s full name), we would like to sincerely thank you for attending the xxth Inauguration Ceremony held on (event date). Your support and attendance meant a lot to us and truly made the event a success.
 
We hope that you enjoyed the ceremony as much as we did. We are excited for the future and look forward to you and (the guest’s company/organization, if applicable)’s continued support as we embark on this new chapter as the new Executive Committee for Session xxxx-xxxx. 

We attached the photos taken during the ceremony as a memento for you. Once again, thank you for attending our event. 
 
Yours sincerely,
(President’s name)
Elected President
(society full name), Session xxxx-xxxx

		





(Your society’s signature, with IG, Webpage, Contact Information, etc.)
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