Casual email to team members
Subject: Team Meeting Scheduled

Hi Everyone,

We will have a meeting on [Date] at [Time] in [Location]. We&€™ Il be discussing [Topics or
Agenda Items].

Looking forward to seeing you all there. Please bring any notes or updates you have.

Best,

[Your Name]

Get more templates here:

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




