
[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this message finds you well. I am writing to invite you and your 

team to participate in a team building workshop designed to enhance 

collaboration, communication, and overall team dynamics within our 

organization.  

The workshop is scheduled for [Date] from [Start Time] to [End Time] at 

[Location]. This engaging session will include interactive activities, 

strategic discussions, and practical exercises tailored to foster 

stronger relationships among team members.  

Our objectives for this workshop include:  

1. Improving communication skills  

2. Strengthening team cohesion  

3. Enhancing problem-solving abilities  

4. Developing trust and cooperation  

Please RSVP by [RSVP Deadline] to confirm your attendance. We believe 

this opportunity will not only be beneficial for your team's growth but 

will also contribute to our collective success.  

Thank you for considering this invitation. I look forward to your 

positive response.  

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company] 


