
Subject: Request for Your Presence at Our 

Upcoming Team Meeting 

Dear [Team Member's Name], 

I hope this message finds you well. I am writing to extend an invitation to our upcoming team 

meeting scheduled for [Date] at [Time] in [Location/Platform]. Your presence and input would 

be invaluable as we discuss key updates and strategies moving forward. 

As we navigate through [specific project or issue], your perspective would greatly enhance our 

discussions and contribute to our collective success. We aim to foster collaboration and ensure 

that everyone's voice is heard. 

Please let us know your availability for this meeting. We would love to have you with us. 

Thank you for considering this request. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


