
Collegial Meeting Notice 

Date: [Insert Date] 

To: [Insert Recipients] 

From: [Insert Your Name] 

Subject: Notice of Collegial Meeting 

Dear [Colleagues/Team], 

I hope this message finds you well. I am writing to inform you of an upcoming collegial meeting 

scheduled for [Insert Date and Time]. This meeting will take place at [Insert Location/Platform]. 

Agenda: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please mark your calendars and make it a priority to attend, as your input is valuable to our 

discussions. 

Thank you for your attention, and I look forward to seeing you all there. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


