
Holiday Party Coordination 

Dear [Recipient's Name], 

I hope this message finds you well! As we approach the holiday season, I would like to propose a 

coordination meeting for our upcoming holiday party. It's a fantastic opportunity for us to bring 

our team together and celebrate our accomplishments. 

Here are some of the details to discuss: 

• Date: [Proposed Date] 

• Time: [Proposed Time] 

• Location: [Proposed Location] 

• Themes and Activities: [Theme Ideas/Activities] 

• Budget: [Estimated Budget] 

Please let me know your availability for a meeting next week to finalize the details. I am excited 

to hear your ideas and make this event a memorable one! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


