
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Notification of Meeting  

I hope this message finds you well.  

I am writing to formally notify you of an upcoming meeting scheduled for 

[Date] at [Time]. The meeting will take place at [Location/Platform if 

virtual].  

The agenda for the meeting will include:  

1. [Agenda Item 1]  

2. [Agenda Item 2]  

3. [Agenda Item 3]  

Please confirm your attendance at your earliest convenience. Should you 

have any topics you would like to discuss, feel free to share them before 

the meeting.  

Thank you for your attention. I look forward to our discussion.  

Best regards,  

[Your Name]  

[Your Position] 


