
Short message to team about meeting

Subject: Team Meeting on [Date]

    Hello Team,

    A quick meeting has been scheduled to discuss [project/topic] on [date] at [time]. Please make

sure to join the [location/online link] promptly.

    Let me know if you have any conflicts with the timing. Thanks in advance for your participation.

    Best,  

    [Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/meeting-appointment-letter


