[Your Logo Here]

[University of Queensland Letterhead]

**Meeting Invitation**

**Date:** [Insert Date]

**Time:** [Insert Start Time] - [Insert End Time]

**Location:** [Insert Location/Room Name] or [Insert Virtual Meeting
Link]

**Agenda:**

1. [Agenda Item 1]

2. [Agenda Item 2]

3. [Agenda Item 3]

**RSVP:**

Please respond by [Insert RSVP Date] to [Insert Contact Emaill].
Thank you,

[Your Name]

[Your Position]

[Department]

[University of Queensland]

[Contact Information]

[Footer Information]

[University of Queensland Address]

[Website URL]

[Social Media Links]



