
Attendance Obligation Briefing 

Date: [Insert Date] 

To: [Employee/Student Name] 

From: [Your Name/Your Position] 

Subject: Attendance Obligation Briefing 

Dear [Employee/Student Name], 

This letter serves to inform you of your obligation to attend the upcoming briefing scheduled for 

[Date] at [Time]. The location for the briefing will be [Location]. 

It is essential for you to attend this meeting as we will discuss important matters regarding 

[briefly outline the purpose of the briefing, e.g., policy updates, compliance requirements]. Your 

participation is crucial for ensuring that you are fully informed. 

If you are unable to attend for any reason, please contact me as soon as possible to discuss 

alternative arrangements. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Contact Information] 


