Transportation Coordination for Team-
Building Activities

Date: [Insert Date]

Dear Team,

As we prepare for our upcoming team-building activities scheduled for [Insert Date of

Activities], | want to ensure that everyone has a smooth transportation experience. Below are the
details regarding transportation arrangements:

Transportation Details

Departure Time: [Insert Departure Time]
Meeting Point: [Insert Meeting Location]
Transportation Type: [e.g., Bus, Van, Carpool]
Estimated Arrival Time: [Insert Arrival Time]

Return Transportation

o Return Departure Time: [Insert Return Departure Time]
e Return Meeting Point: [Insert Return Meeting Location]

Please confirm your attendance by [Insert RSVP Date] so we can finalize the transportation
arrangements. If you have any questions or special requests, feel free to reach out.

Thank you, and | look forward to a fantastic team-building experience!
Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



