Formal letter for top management
Subject: Executive Meeting Scheduled

Dear [Executive Name],

This is to inform you of an executive meeting scheduled for [Date] at [Time] in [Location]. The
agenda includes [Topics].

Your presence is crucial for strategic decisions. Kindly confirm your availability.

Regards,

[Your Name]

[Your Position]

Get more templates here:

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




