
Meeting Request 

Dear [Team Member's Name], 

I hope this message finds you well. I am writing to request your participation in an upcoming 

team meeting scheduled for [date] at [time]. The meeting will take place at [location/Platform]. 

The agenda for the meeting will include: 

• Discussion on [Agenda Item 1] 

• Updates on [Agenda Item 2] 

• Brainstorming ideas for [Agenda Item 3] 

Your insights and contributions would be greatly valued as we work together to achieve our 

goals. 

Please let me know if you can attend, and feel free to suggest any additional topics you would 

like to discuss. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


