
[Company Letterhead]

Date: [Insert Date]

Dear [Employee Name/Team],

We are pleased to invite you to our upcoming Company Team Building Event designed to
strengthen collaboration, enhance team spirit, and foster a culture of unity within our organization. At
[Company Name], we value each team member's contribution and believe in the power of working
together to achieve great results.

Event Details:
Date: [Insert Event Date]
Time: [Insert Event Time]
Venue: [Insert Venue/Location]
Dress Code: [e.g., Casual/Outdoor Attire]

Agenda:

Welcome & Opening Remarks
Icebreaker Activities
Team Challenges & Games
Group Discussions
Lunch & Refreshments
Closing Ceremony & Awards

Your participation is highly encouraged as these activities are specifically designed to not only
entertain but also build trust, promote communication, and enhance cooperation across all
departments. This is a wonderful opportunity to get to know your colleagues better and enjoy a
productive, yet enjoyable day together.

Kindly confirm your attendance by [RSVP Deadline Date] to [Contact Person/Email]. Should you have
any questions, please feel free to reach out.

We look forward to seeing you at the event and making this experience memorable for all!

Sincerely,

[Your Name]
[Your Position]
[Company Name]


