
Inter-Departmental Meeting Invitation 

Dear [Department Name] Team, 

You are cordially invited to attend an inter-departmental meeting scheduled for: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

The purpose of this meeting is to discuss [briefly state purpose]. Your insights and contributions 

will be greatly valued, and we encourage your participation. 

Please confirm your attendance by [Insert RSVP Deadline]. 

Thank you, and we look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Department] 

[Your Contact Information] 


