
Inter-Departmental Meeting Announcement 

Dear Team, 

We would like to invite you to an inter-departmental meeting to discuss essential updates and 

collaborative opportunities among our departments. 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

The agenda will include: 

• Department Updates 

• Project Collaborations 

• Open Floor for Questions 

Please confirm your attendance by [RSVP Date]. 

Thank you, and we look forward to seeing everyone there. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Department] 


