Subject: Reminder: Post-Event Meeting for Deliverables
Dear Team,

This is a friendly reminder about our upcoming post-event meeting scheduled for [Date] at
[Time]. The meeting will take place at [Location/Video Call Link].

During this meeting, we will discuss the deliverables from the [Event Name] and outline our
next steps moving forward.

Please ensure that you have reviewed your respective action items and come prepared to share
updates.

Thank you, and looking forward to seeing you all.
Best regards,

[Your Name]

[Your Position]

[Your Company]



