
Notification of Upcoming Benefits Review Meeting 

Dear [Employee's Name], 

We would like to inform you that a Benefits Review Meeting has been scheduled to discuss your 

current benefits and any potential changes. The details of the meeting are as follows: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

During this meeting, we will review your benefits package and address any questions or 

concerns you may have. 

Please make it a priority to attend. If you have any conflicts with the scheduled time, contact us 

at [Insert Contact Information] as soon as possible. 

Thank you for your attention, and we look forward to seeing you at the meeting. 

Best regards, 

[Your Name] 

[Your Position] 

[Company Name] 


