
Follow-Up Meeting Reminder 

Dear Team, 

This is a friendly reminder about our upcoming brainstorming session scheduled for [Date] at 

[Time]. We will be meeting in [Location/Platform]. 

During this session, we aim to discuss [Topics or Objectives]. Please come prepared with your 

ideas and any relevant materials. 

Looking forward to everyone's participation! 

Best regards, 

[Your Name] 

[Your Position] 


