Invitation to Management Team Briefing

Dear Management Team,

We are pleased to invite you to a briefing to discuss upcoming policy changes that will impact
our organization. Your insights and input are essential for a successful transition.

Details of the Briefing

o Date: [Insert Date]
e Time: [Insert Time]

e Location: [Insert Location]

« Duration: Approximately [Insert Duration]

Please confirm your attendance by [Insert RSVP Date]. Your participation is highly valued.
Best regards,
[Your Name]

[Your Position]
[Your Contact Information]



