
Staff Meeting Attendance Reminder 

Dear Team, 

This is a friendly reminder about our upcoming staff meeting scheduled for Date at Time. The 

meeting will take place in Location/Platform. 

Please ensure your attendance as we will discuss important updates on the Project Name and 

address any outstanding issues. 

Kindly prepare any necessary materials or reports you wish to share during the meeting. 

Thank you for your cooperation! 

Best regards, 

Your Name 

Your Job Title 

Your Company 


