Subject: Scheduling a Team Meeting

Dear Team,

| hope this message finds you well. 1 would like to schedule a team meeting to discuss our
upcoming projects and goals.

Proposed Date and Time:

o Date: [Insert Date]
e Time: [Insert Time]

Please let me know your availability for the proposed date and time, or suggest an alternative if
you are unavailable.

Looking forward to your responses.

Best regards,
[Your Name]
[Your Position]

[Your Contact Information]



