
[Your Name]  

[Your Position]  

[Your Company]  

[Date]  

Dear Team,  

You are invited to attend a staff meeting on [date] at [time]. The 

meeting will be held in [location/format (e.g., Zoom link)]. 

Please come prepared to discuss [brief agenda items or topics]. 

Looking forward to your participation. 

Best regards,  

[Your Name] 


