
Preliminary Notice Email

Subject: Preliminary Notice: Upcoming Company Picnic

Dear Team,

We are planning a company picnic tentatively on [Date] at [Location]. This email serves as a

heads-up so you can mark your calendars.

A formal invitation with details will follow soon. Please let us know if you have any scheduling

conflicts.

Regards,  

[Organizer Name]  

[Company Name]

Get more templates here: 

https://www.lettersandtemplates.com/letters/picnic-announcement-email-to-employees


