
Request for Participation in Spring Office 

Event 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Company/Organization Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request your participation in our 

upcoming Spring Office Event scheduled for [insert date of event]. This event aims to foster 

team spirit, celebrate our achievements, and engage employees in various fun and collaborative 

activities. 

Your involvement would be greatly valued, as it contributes to a positive atmosphere and 

strengthens our team's camaraderie. We envision a variety of activities, including games, 

workshops, and a chance to network with colleagues. 

Please let us know your availability for this event, and if you have any ideas or suggestions for 

activities, we would love to hear them! 

Thank you for considering this request. Looking forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 

[Company/Organization Name] 


