
Formal Corporate Gift Exchange Letter

Dear [Employee/Colleague Name],

This letter confirms your participation in the corporate gift exchange event scheduled for [Date].

Kindly ensure your gift adheres to the set budget and guidelines for the event. 

We appreciate your involvement and look forward to a successful and enjoyable exchange.

Sincerely,

[HR Manager Name]

[Company Name]

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


