
Group Meeting Agenda Notice 

Date: [Insert Date] 

To: [Insert Group Name / Members] 

From: [Insert Your Name / Title] 

Subject: Agenda for Upcoming Group Meeting 

Dear Team, 

This is to notify you of our upcoming group meeting scheduled for [Insert Date] at [Insert Time]. 

The meeting will take place at [Insert Location/Platform]. 

Agenda: 

• Welcome and Introductions 

• Review of Previous Meeting Notes 

• [Insert Agenda Item 1] 

• [Insert Agenda Item 2] 

• Open Floor for Discussion 

• Next Steps and Action Items 

• Closing Remarks 

Important Notes: 

Please be prepared to discuss the agenda items listed above. If you have any additional items to 

be included in the agenda, do not hesitate to reach out by [Insert Deadline]. 

Thank you, and looking forward to seeing everyone! 

Best Regards, 

[Insert Your Name] 

[Insert Your Position] 

[Insert Contact Information] 


