
Invitation to Planning Meeting 

Dear [Recipient's Name], 

We are excited to invite you to a planning meeting for upcoming school library activities. Your 

input and ideas are invaluable to create an engaging environment for our students. 

Meeting Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] 

Please RSVP by [RSVP Date] to ensure we have adequate seating arrangements. 

We look forward to your participation! 

Best regards, 

[Your Name] 

[Your Position] 

[School Name] 

[Contact Information] 


