
What is an invitation? 

 

An invitation is a written or verbal request inviting someone to go somewhere or to do 

something. An invitation is a request, a solicitation, or an attempt to get another person to join 

you at a specific event. When you ask people to attend a party, visit your beach house, or witness 

your marriage, you invite them by giving them an invitation. 

It can be in the form of an invitation card which is generally considered as formal invitation or it 

may be in the letter format which is more informal. 

 

Format of a formal invitation 

 

The format shall include- 

• Name of the host 

• Standard expression (E.g., request the pleasure of your company, solicit your gracious 

presence) 

• Purpose of the invitation 

• Name of the honoree 

• Day, date and time of the event- Dates must be written in letters and you should not use 

abbreviation. 

• Name of the place, location with complete address- Enter the address, the venue of the 

party or event 

• RSVP (Respond if it pleases you)- Include an RSVP - this elegant abbreviation comes 

from the French phrase "Répondez, s'il vous plait"; which in English means "Please 

respond". An RSVP is essential at parties where you need to know exactly who will 

come, so you can organize things accordingly on the basis of their convenience. 

• Telephone or mobile number or address of the host 

• Any other relevant details 

  

Features of a Formal invitation are as follows 

 

▪ The invitation should be written in third person and not in first or second person. 



▪ Simple present tense is used. 

▪ A polite and courteous tone should be used. 

▪ It is a single sentence presentation. 

▪ No signatures required. 

▪ Dates must be written in letters and you should not use abbreviation. However, date of writing 

must not be mentioned. 

▪ It ought to explain why the party or event is being held, "to celebrate..." or "to honour..." 

▪ Length as per CBSE guidelines is limited to 50 words. 

▪ It is generally enclosed in a box. 

▪ It should answer to the 5Ws: 

▪ WHAT- The occasion 

▪ WHEN- Date and time 

▪ WHERE- Venue 

▪ WHO- Name of the host 

WHOM- Name of the person being invited 

 

 

 

Name of the host 

Standard expression 

Purpose of the invitation 

Name of the honouree 

Day, date and time of the event 

Name of the place, location with complete address 

RSVP (Respond if it pleases you) 

Telephone or mobile number or 

address of the host 

  

 

 



 

Format of an informal invitation 

 

SENDER’s ADDRESS- The sender’s address is usually put on the top right-hand corner of the 

page. 

DATE (In expanded) - The sender’s address is followed by the date just below it, i.e. on the right 

side of the page. This is the date on which the invitation is being written. It is to be written in 

expanded form. 

RECEIVER’s ADDRESS 

SUBJECT- Then we sum up the purpose of writing the invitation in one line. This helps the 

receiver focus on the subject of the invitation in one glance. It is important to underline the 

subject. 

SALUTATIONS- This is where you greet the person you are addressing the invitation to. 

---------BODY------- 

COMPLEMENTARY CLOSURE- Mention the name given in the question paper. Do not 

mention your personal details. 

DESIGNATION 

 

 Features of an informal invitation are as follows 

▪ They are written to friends, relatives and acquaintances. 

▪ They follow the pattern of ordinary personal letters. 

▪ They are written in first/second person. 

▪ The style and tone is relaxed and informal. 

▪ Different tenses are used as per the demand. 

▪ The letter can be elaborative explaining the details of the event.  

  

 

 

 

 

 



INVITATION REPLIES 

 

The features of a reply are as follows - 

▪ A formal reply is usually very short. It is brief and to the point. The quality of a good reply is 

that it is always pleasant. 

▪ Even while declining the invitation or expressing inability to attend, one must be polite and 

courteous. 

▪ Formal replies demand a formal tone and treatment. There is no room for unnecessary details or 

superfluous matter in them. 

▪ An informal reply or private letter may, however, express personal feeling or desires in an 

intimate style and informal tone. 

  

Formal Replies 

Main characteristics of a formal reply are as follows: 

• Acknowledge the invitation. 

• Express thanks in third person. 

• Mention acceptance/regret. 

• Specify the reason for refusal. 

• Be brief and specific. 

• be formal in tone and treatment. 

 

Informal Replies 

Main characteristics of an informal reply are as follows: 

• Acknowledge the invitation in first person. 

• Use second person for the sender of invitation. 

• Mention acceptance/regret 

• Specify the reason in case of refusal. 

• Use warm and simple language. 

* Do not exceed the word limit (usually 50) 

  

 



Solved Questions on Formal Invitation  

 

 

You are Faiz/Falak Mazumdar living at 39, Udampur Colony, Shimla. You decide to hold a 

dinner party to congratulate your grandparents on their golden wedding anniversary. Draft a 

formal invitation in not more than 50 words to all family members to attend a grand dinner at 

home.  

 

 

Faiz/ Falak Mazumdar 
request the pleasure of your benign presence 

at the grand dinner 
on the auspicious occasion of the 

GOLDEN WEDDING ANNIVERSARY 
Of 

His/her 
Grandparents 

At his/her 
residence 

39, Udampur Colony, Shimla 
At 8:30 pm 

On 
18 MARCH, 20XX 

R.S.V.P. 
Faiz/ Falak Mazumdar 

98100XXXXX 

 

  

 

  

 

 

 

 

 

 

 

 

 

 

 



You are a student of Newton Public School, Nagpur. The school is holding its annual function on 

Saturday, the 15th November, 20XX at 11 a.m. The HRD Minister Dr M.M. Joshi has consented 

to be the chief guest. Design an invitation card to be sent to the parents and other invitees. Do not 

exceed 50 words. 

 

 
 

You are the secretary of Haryana Civil Medical Doctors’ Association, 2345 Sector 15, 

Panchkula. You have organised a seminar on AIDS for the members of the association and 

invited a specialist guest speaker. Draft an invitation for publication in the newspapers. 

 

 
 

 

 



Solved Questions On Informal Invitation 

 

Rohit has got success in CBSE-PMT. He wants to celebrate his admission to Shivaji Medical 

College, Nagpur by throwing a party to his friends. Write an informal invitation giving details of 

venue, time and date. Do not exceed 50 words. 

 

33/427 Priya Vihar 

New Delhi 

15 July 20XX 

Dear Varun 

You will be glad to learn that I have secured 80th rank in the CBSE-PMT competition. I have got 

admission in a prestigious institution – Shivaji College, Nagpur. I want to share a few happy 

moments of my life in the company of my old Mends at a dinner in the Hotel Kanishka at 9.00 

p.m. on 23 July, 20XX. 

Please join the celebrations and merry-making. 

Yours sincerely 

Rohit 

 

You are Ankit Verma. Your friend from Malaysia is staying in the hostel. Invite him to join 

Diwali celebrations with you at your residence. 

 

315/2 Raja Gardens 

New Delhi 

25 October, 20XX 

Dear Subhash 

You know that Diwali, the festival of lights, is approaching. It gives me great pleasure to invite 

you to Diwali celebrations at my residence. We shall have great fun. 

Do join us for the ‘Puja’ and Diwali celebrations. 

Yours sincerely 

Ankit Verma 

 

 



RESPONDING TO INVITATIONS 

 

A formal reply is usually very short. It is brief and to the point. The quality of a good reply is 

that it must always be pleasant. Even while declining the invitation or expressing inability to 

attend one must be polite and courteous. Formal replies demand a formal tone and treatment. 

There is no room for unnecessary details or superfluous matter in them. 

An informal reply or private letter may, however, express personal feelings or desires in an 

intimate style and informal tone. 

 

Main characteristics: 

(a) Formal Replies 

• Acknowledge the invitation. 

• Express thanks in third person. 

• Mention acceptance/regret. 

• Specify the reason for refusal. 

• Be brief and specific. 

• Be formal in tone and treatment. 

• Do not exceed the word limit (usually 50 words). 

 

(b) Informal Replies 

• Acknowledge the invitation in first person. 

• Use second person for the sender of invitation. 

• Mention acceptance/regret. 

• Specify the reason in case of refusal. 

• Use warm and simple language. 

• Do not exceed the word limit (usually 50 words). 

 

RESPONDING TO INVITATIONS 

FORMAL REPLIES 

SOLVED QUESTIONS 

 

Draft a formal reply accepting an invitation to be present on the occasion of the wedding of 

Ankush S/o Mr & Mrs Shankar of 24, Green Park Road, Kanpur. You are Vikram Gaur of Raja 

Ki Mandi, Agra. 

 

Mr and Mrs Vikram Gaur thank Mr And Mrs Shankar for inviting them on the occasion of the 

wedding of their son Ankush at 24, Green Park Road, Kanpur on 15 May, 20XX and assure them 

that they will be present on the occasion to wish the newly weds a very happy married life. Mr 



and Mrs Gaur will reach Kanpur by the Agra Mail which leaves Agra at 8.00 a.m. 

Vikram Gaur 

5 May, 20XX 

 

 

Write a formal reply expressing your inability to attend the birthday celebrations of your friend 

Suresh Pradhan of 1235, Vivekananda Marg, Belur. You are Somesh Basu. 

 

Mr and Mrs Somesh Basu wish to thank Mr & Mrs Suresh Pradhan for extending an invitation to 

the birthday celebrations of their son Akshay at their residence 1235, Vivekananda Marg, Belur 

on 20 March, 20XX and wish the young boy many happy returns of the day but regret their 

inability to be present personally on account of some previous engagements. 

Somesh Basu 

16 March, 20XX 

 

 

 

You are Dr Avinash Bhalla. You have received an invitation from the Director, Health Services, 

Haryana who has invited leading medical practitioners of the state to attend a workshop on ‘child 

care’ on 20 May, 20XX at 10 a.m. in Civil Hospital Ambala. Respond to the invitation. 

 

Dr Avinash Bhalla has a great pleasure in receiving the invitation from the Director, Health 

Services, Haryana to attend a workshop on ‘Child Care’ on 20 May, 20XX at 10 a.m. in Civil 

Hospital Ambala. 

He confirms his presence with thanks. 

Avinash Bhalla 

16 March, 20XX 

 

 

 

 

 



INFORMAL REPLIES 

SOLVED QUESTIONS 

 

 

You are Aakash/Varsha. You have been invited to attend the wedding of your friend’s sister 

during summer vacation. Respond to the invitation, regretting your inability to attend it. 

 

205, Vasant Kunj 

New Delhi 

4 March, 20XX 

Dear Neha 

Thank you for your cordial invitation on the occasion of your sister’s wedding. I, however, regret 

my inability to be with you on this happy occasion as we shall be leaving for Shimla for summer 

holidays on 1 May, 20XX. Please excuse my absence. Do convey my regards and best wishes to 

the couple. 

Yours sincerely 

Varsha/Aakash 

 

 

You are Manoj /Mini. You have been invited to attend a birthday party of your closest friend. 

Respond to this invitation. 

 

217 MIG Flats 

Surya Vihar, New Delhi 

15 March, 20XX 

Dear Shuchi 

I have received your invitation for your birthday party on 25 March, 20XX at 5 p.m. at Hotel 

Janpath. I am extremely happy to know that all our old friends are likely to be there. 

I would like to confirm my participation. 

Looking forward to the momentous occasion. 

With love. 



 

 


