Event Planning Template

Date: [Insert Date]

To: [Team Name] Members

From: [Organizer Name]

Subject: Planning for [Event Name]

Dear Team,

| am excited to announce that we are in the process of planning our upcoming event, [Event

Name], which will take place on [Event Date] at [Event Location]. This event is not only a great
opportunity for us to showcase our talent but also to strengthen our team spirit.

Event Details:

Date: [Event Date]

Time: [Event Time]
Location: [Event Location]
Dress Code: [Uniform/Attire]

Roles and Responsibilities:

We will need volunteers to assist with various tasks leading up to and during the event. Please
see the list below and let me know where you would like to contribute:

Logistics Coordinator

e Marketing and Promotions
o Game Day Setup
e Team Registration

Next Steps:

Please confirm your participation by [RSVP Date]. Additionally, we will have an organizational
meeting on [Meeting Date] at [Meeting Location/Zoom Link]. Your input is valuable as we
finalize the details.

Thank you for your continued dedication to our team! Let's make [Event Name] a success!

Best regards,



[Your Name]
[Your Position]
[Contact Information]



