
Inquiry About Team Collaboration Retreats 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Position] 

[Company/Organization Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position] at [Your 

Company/Organization Name]. We are currently exploring options for team collaboration 

retreats that could enhance our team's effectiveness and strengthen our interpersonal 

relationships. 

I am reaching out to inquire if your organization offers any retreats focused on team building and 

collaboration. Specifically, we are interested in learning about the following: 

• The duration and structure of the retreats 

• Activities and workshops planned for participants 

• Location options and accommodations 

• Costs associated with the program 

• Availability for scheduling a retreat in [insert desired time frame] 

We believe that participating in a structured retreat could significantly benefit our team's 

cohesion and overall performance, and we would greatly appreciate any information you could 

share regarding your offerings. 

Thank you for your assistance. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


