
Acceptance of Invitation 

Date: [Insert Date] 

Dear [Recipient's Name], 

Thank you for inviting me to participate in the upcoming team collaboration meeting scheduled 

for [Insert Date and Time]. I am pleased to confirm my attendance and look forward to 

contributing to the discussions. 

Please let me know if there is anything specific you would like me to prepare ahead of time. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


