
Team Workshop Invitation 

Dear Team, 

We are pleased to invite you to a team workshop focused on enhancing our collaborative skills 

and boosting our productivity. Below is the outline of the activities planned for the day: 

Workshop Details 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Activities Outline 

1. Team Building Exercise - Icebreaker activity to foster teamwork (30 min) 

2. Workshop Session 1 - Effective Communication Strategies (1 hour) 

3. Break - Refreshments provided (15 min) 

4. Workshop Session 2 - Problem Solving Techniques (1 hour) 

5. Group Discussion - Sharing insights and experiences (45 min) 

6. Action Planning - Define next steps (30 min) 

7. Wrap-Up - Feedback and closing remarks (15 min) 

Please confirm your attendance by [Insert RSVP Date]. We look forward to your active 

participation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


