Cross-Functional Meeting Update

Dear Team,

I hope this message finds you well. | wanted to provide you with an update regarding our
upcoming cross-functional meeting scheduled for [Date] at [Time].

Agenda:
e Review of Action Items from Previous Meeting
o Department Updates
o Discussion on [Specific Topic]
e Open Forum for Questions and Suggestions

Preparation:

Please come prepared to discuss [Specific Topics or Data] relevant to your department. Your
insights are crucial for the success of our collaboration.

Attendees:

We encourage all department heads and key members to attend. If you cannot make it, please let
us know in advance.

Thank you for your attention, and | look forward to seeing everyone there!
Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



