
Formal Gift Exchange Letter for Office Event

Dear [Colleague's Name],

I am writing to confirm my participation in the upcoming office gift exchange scheduled for [Date]. I

have prepared a thoughtful gift in accordance with the event guidelines and am excited to take part

in the festivities.

Looking forward to a joyful exchange and a wonderful celebration.

Sincerely,

[Your Name]

[Department/Position]

Get more templates here: https://www.lettersandtemplates.com/letters/gift-exchange-letter


