Casual Meeting Announcement Email

Subject: Quick Catch-Up Meeting

Hi Everyone,

Wea€™Il be having a short team catch-up this Friday at 3:00 PM in the lounge area. This will be an
informal meeting to touch base on current projects and clarify any open issues.

No need to prepare slides or reports, just bring your updates and ideas. Snacks will be provided!
See you all there,

[Team Lead Name]

Get more templates here:

https://www.lettersandtemplates.com/letters/meeting-announcement-letter-to-employees




