公司商务英语邀请函
DearDarrylAuden,
WearegladtohearthroughtheBritishEmbassythatyouwouldliketobringatradedelegationtoChinainMarchonastudytourofthreeweeks.
Itwillbeagreatpleasureforourcompanytoactassponsorsforyourdelegation.Wewillactincooperationwithalltheorganizationsyouwishtomeetinarrangingyourprogramandwilltryourbesttoensurethatyourvisitwillbearewardingone.
WesuggestyourdelegationarriveonMonday,6thMarch.Yourprogramcouldbedesignedtocover3weeks.Ifthisperiodisnotconvenienttoyou,pleaseinformmethesoonestofthedateonwhichyouprefertoarrivethatwecanmakenecessaryalternativearrangementsonthisdate.
Pleasefurnishuswithallthepassportdetailsofyourdelegationmembersothatwecansendyouaformalinviationforyourvisapurpose.
Welookforwardtothepleasureofwelcomingyouhere.
Yoursfaithfully,
