
Bi-Weekly Project Update Meeting Invitation 

Dear Team, 

I hope this message finds you well. You are invited to our bi-weekly project update meeting 

where we will discuss the progress, challenges, and next steps regarding our ongoing project. 

Details of the Meeting: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Link for Virtual Meeting] 

Please come prepared with any updates related to your specific areas. Your input is crucial for 

the success of our project. 

Looking forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


