
Supplier Meeting Attendance Notice 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Company Name] 

Subject: Attendance Notice for Supplier Meeting 

Dear [Supplier Name], 

We are pleased to inform you that a supplier meeting has been scheduled to discuss important 

updates and collaborative opportunities. Please find the details below: 

• Date: [Insert Meeting Date] 

• Time: [Insert Meeting Time] 

• Location: [Insert Meeting Location] 

• Agenda: [Briefly outline agenda items] 

Your participation is highly valued, and we kindly request you to confirm your attendance by 

[Insert Confirmation Deadline]. 

Thank you, and we look forward to your valuable input at the meeting. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


