Preliminary Event Notification Letter

Dear [Team/Department],

This is an initial notification regarding [Event Name] scheduled for [Date]. The event will focus on
[brief purpose].

Further details including venue, schedule, and participation requirements will be shared soon. Kindly
mark your calendars and prepare accordingly.

Best regards,

[Your Name]

[Designation]

[Company/Organization Name]

Get more templates here: https://www.lettersandtemplates.com/letters/event-announcement-letter




