
Important Update: Upcoming Event 

Notification 

Dear Team, 

We are excited to announce our upcoming event, [Event Name], scheduled for [Date] at 

[Location]. This event aims to [briefly describe the purpose of the event]. 

Here are the key details: 

• Date: [Date] 

• Time: [Start Time] to [End Time] 

• Location: [Venue/Room] 

• Description: [Brief description of the event] 

Please mark your calendars! Further details regarding the agenda and participants will follow 

soon. 

If you have any questions, feel free to reach out to [Contact Person's Name] at [Contact Email]. 

Best regards, 

[Your Name] 

[Your Position] 


