
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to propose a team-

building event aimed at enhancing collaboration and camaraderie among our 

team members. The event will not only serve as a break from our regular 

routines but also strengthen our working relationships. 

**Event Details:**  

- **Date:** [Insert proposed date]  

- **Time:** [Insert start and end time]  

- **Location:** [Insert venue/location]  

- **Activities:** [Briefly outline planned activities]  

The objectives of this event include:  

- Improving communication within the team  

- Building trust among colleagues  

- Encouraging teamwork and collaboration  

I believe this will be an impactful experience for everyone involved. I 

welcome your input and suggestions regarding this plan, as well as any 

additional ideas for activities we could incorporate. 

Please let me know your thoughts at your earliest convenience. I am 

looking forward to your positive response. 

Best regards,  

[Your Name]  

[Your Position] 


