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Thank you for downloading this template! 

You’re one step closer to organizing a safe and healthy holiday office party for employees and your organization. 

This holiday party memo template has been created by Case IQ to help you reduce risk of misconduct and health and safety incidents at your organization’s holiday party.

While forms and documentation can facilitate a quick resolution to employee misconduct, they are only beneficial when they are thorough, orderly, and consistent. 
Case IQ’s case management solution provides a robust system that can help employers keep track of all forms, documents, and relevant evidence.  

Case IQ’s solution also provides: 

· Award-winning BI tool
· Automated workflows
· Centralized case files
· Secure platform
· Configurable workflow steps, forms, fields, and more

Book a demo today to find out how Case IQ works with you to streamline your employee misconduct investigations. 

Connect with us: 
1-800-465-6089
sales@caseiq.com
caseiq.com  
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					December 1, 2023 [date]	

				
Re: Holiday party conduct reminders

You have already received an invitation to this year’s [organization name] holiday party. We encourage you to have fun and celebrate a year well done with colleagues. Below, you’ll find a few reminders of expected conduct that will ensure a successful and positive event.

Alcohol use: Alcoholic beverages will be served at the party by professional bartenders; employees are not permitted to serve themselves or others. Each employee and their guest (if applicable) will receive two (2) drink tokens to be used at the bar. Alcohol will be served until two (2) hours before the end of the event; non-alcoholic beverages will be available from the start to the end of the party. Please remember to know your limits and stay within them.

Drug use and smoking: Illegal drug use will not be tolerated at this event. Smoking is prohibited inside the venue; please use the designated smoking areas outside.

General conduct: The [organization name] code of conduct fully applies to all company events, including this one. Please adhere to all internal policies and behave in a manner that is appropriate for the workplace. Harassment and violence to any degree will not be tolerated, and the perpetrator will be asked to leave the event. Treat all party attendees and vendors with respect.

Gifts: Gifts may be exchanged between colleagues at the event, though we encourage teams that are giving gifts to do so at another time. However, all gifts must be work-appropriate (e.g., not sexually explicit, obscene, or offensive).

Transportation: Before the event, plan a safe ride home. If you’d like us to arrange free transportation for you after the party, please email [contact] to schedule a ride.


Thank you in advance for your contribution to a fun, healthy, and safe event for all attendees!

Regards,
[HR or other relevant contact]
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