
Subject: RSVP Reminder for Our Upcoming Team-Building Event 

Dear [Recipient's Name], 

We hope this message finds you well. We would like to remind you of our upcoming team-

building event scheduled for [Date] at [Location]. This is a fantastic opportunity for our teams to 

collaborate, network, and strengthen our partnership. 

If you have not yet confirmed your attendance, please RSVP by [RSVP Deadline] so we can 

finalize the arrangements. 

Thank you, and we look forward to your positive response! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information] 


