Professional notification for upcoming meeting

Subject: Upcoming Team Meeting Notification

Dear Team,

This is to inform you that our next project meeting is scheduled for Wednesday, 15th October, at
10:00 AM in the main conference room. Please ensure your attendance and come prepared with
updates on your current tasks.

Kindly confirm your presence by replying to this email.

Best regards,

[Your Name]

[Position]

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




