
[Your Company Letterhead] 

[Date] 

[Employee's Name]  

[Employee's Position]  

[Employee's Address]  

[City, State, Zip Code]  

Dear [Employee's Name], 

Subject: Team Building Event Invitation 

We are excited to announce an upcoming team-building event designed to 

foster collaboration, strengthen relationships, and enhance our team 

dynamics. This is a great opportunity for all of us to bond outside of 

our usual work environment. 

**Event Details:**  

- **Date:** [Insert Date]  

- **Time:** [Insert Start Time] to [Insert End Time]  

- **Location:** [Insert Location]  

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

Lunch and refreshments will be provided. Please RSVP by [RSVP Date] to 

ensure we have an accurate headcount. 

Your participation is crucial and appreciated, and we look forward to 

sharing a fun and productive day with all of you. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Contact Information]  

[Company Name] 


