Update on Executive Meeting Logistics

Dear Team,

| hope this message finds you well. I am writing to provide you with an update on the logistics
for the upcoming executive meeting scheduled for [Date] at [Time].

Location: [Venue/Address]
Agenda:

Opening Remarks
Financial Overview
Strategic Initiatives
Q&A Session
Closing Remarks

Please make arrangements to arrive at least [Number] minutes early to ensure a prompt start. For
those calling in, the dial-in details are as follows:

Dial-in Number: [Phone Number]

Access Code: [Access Code]

Should you have any questions or require further assistance, feel free to reach out to me directly.
Thank you, and | look forward to our productive meeting.

Best regards,

[Your Name]

[Your Position]
[Your Contact Information]



