
Subject: Invitation to VMware Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. You are cordially invited to attend a 

meeting focused on VMware [specific topic or purpose] scheduled for 

[date] at [time]. The meeting will take place at [location/virtual 

platform link]. 

Agenda: 

1. [Agenda Item 1] 

2. [Agenda Item 2] 

3. [Agenda Item 3] 

Please confirm your attendance by [RSVP date]. 

Looking forward to your participation. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Contact Information]  

[Date] 


