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Ministry’s Letterhead
Date
Mr. John Doe
Position
Organisation
Address 1
Address 2
Address 3
Dear Mr. Doe
Invitation to the Opening Ceremony of the 
Caribbean ICT Roadshow
The Government of COUNTRY will be hosting the Caribbean ICT Roadshow, an initiative of Caribbean Telecommunications Union (CTU) to commemorate its 20th anniversary of service to the region. The Roadshow will be held in COUNTRY from XXrd to XXth Month, 2010. 

The Roadshow is designed to raise awareness of the innovative approaches necessary for the effective application of information and communication technologies (ICT) in every sphere of endeavour. The theme for the initiative is: Harnessing the Power of Innovation - the engine for ICT-enabled Caribbean development 

I am pleased to invite you to the official Opening Ceremony of COUNTRY’s Caribbean ICT Roadshow which will take place as follows:
	Date:
	

	Time:
	

	Venue:

	

	Attire:
	


The Head of State and Minister responsible for ICT will be present on this occasion to outline the importance of ICT in national development and to establish the framework for the Roadshow initiative in Montserrat.  I trust that you would make every effort to be present.
Please contact the Ministry at Telephone: XXX XXXX to confirm your attendance.
I look forward to seeing you at the opening of this important initiative for the citizens of COUNTRY and the wider Caribbean.
Sincerely,
Hon. Minister









