
Team Meeting Notification 

Dear Team, 

I hope this message finds you well. 

This is to inform you that we will be holding a team meeting on [Date] at [Time]. The meeting 

will be held at [Location/Conference Call Link]. 

The agenda for the meeting includes: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please make it a priority to attend as we will be discussing important matters affecting our team. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 


