
Request for Participation in Corporate 

Retreat 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally invite you to participate in our 

upcoming corporate retreat scheduled for [insert dates] at [insert location]. This retreat aims to 

foster team building, enhance collaboration, and strategize for our future initiatives. 

Your contribution and insights will be invaluable to our discussions and activities. We believe 

that your participation will strengthen our goals and unite our team further. 

We would greatly appreciate your presence and hope you will be able to join us. Please let me 

know your availability by [insert deadline]. 

Thank you for considering this invitation. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


