Date:
To
[The Recipient]
[Department]
[Company Name]
We would like to inform you that we have arranged an annual employee holiday luncheon which will be held on 3rd November at 2 pm. This letter is a personal invitation to you to attend the event.
We have invited a musical band to perform for the event and hired Hanna’s Catering service for the food. The luncheon is invitation only so please don’t forget to bring your invitation card along. Every employee can bring one guest along, but we should be notified in advance of the guest’s details. The event will start at 2 pm so we hope that you will be there on time.
We know that the past few months have been hard on all of us owing to the pandemic. We understand the stress everyone had to go through as almost all the work activities were shifted online. As we get back on track slowly, we want to take a moment to relax and enjoy.
We have organized this event to help everyone reconnect with each other. This event is for the employees of all departments so you will have the opportunity to meet each other and connect.
We would like to keep the dress code for the event semi-formal however employees are free to dress as they wish.  Please notify us of your availability and your guest's details at your earliest so we can make respective arrangements. Hope to see you all there!
Regards,
Office management.
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