Departmental Meeting Notification

Dear Team,

We would like to notify you of an upcoming departmental meeting.
Date: [Insert Date]

Time: [Insert Time]

Location: [Insert Location]

Agenda:
« Discussion on current projects
e Team performance updates
« Future goals and planning
e Open floor for questions and suggestions

Please make it a priority to attend as your input is valuable to our success. Let us know if you
have any topics you would like to add to the agenda.

Best regards,
[Your Name]

[Your Position]
[Your Department]



