Conference Call Invitation

Dear [Recipient's Name],

| hope this message finds you well. | would like to schedule a conference call to discuss [topic of
discussion].

Date: [Proposed Date]

Time: [Proposed Time] [Time Zone]
Dial-in Number: [Dial-in Number]
Access Code: [Access Code]

Please let me know if this time works for you or if there are any adjustments needed.
Looking forward to our discussion.

Warm regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



