


		

	[Sender Name]
[Sender Title]

	

	To
[Receiver Name]
[Receiver Title]
[Addess]
[Email]

	

CC
[bookmark: Text6][Team Members]


	Date
[Date memo is Sent]



		

	

	[bookmark: Text5]Subject:  Announcement: Meeting on [Date]

	

	[bookmark: Text7]Dear [Audience],
[bookmark: Text8][Introduction– Get to the point in the opening paragraph.]

	

	[bookmark: Text9][bookmark: Text10]I hope this memo finds you well. I am writing to inform you of an important meeting that has been scheduled for [Date]. It is essential that we gather to discuss [Meeting Purpose/Agenda] and ensure everyone is aligned on [relevant topics/decisions].

	The details of the meeting are as follows:

	Date: [Date]
[bookmark: Text11][bookmark: Text12]Time: [Meeting Start Time] to [Meeting End Time]
[bookmark: Text13]Location: [Meeting Venue/Room]
Agenda:
[bookmark: Text14][Agenda Item 1]
[bookmark: Text15][Agenda Item 2]

	

	[bookmark: Text16]Please come prepared with any necessary information or materials related to the agenda items. Your active participation and valuable input will contribute to the success of the meeting and help us achieve our [team/department/organizational] goals.

	

	[bookmark: Text17]To ensure your attendance, please mark your calendars accordingly. If you have any scheduling conflicts or require additional information, please reach out to [contact person or department]. We will make every effort to accommodate your needs and address any concerns you may have.

	

	Regards, 

	[Name]





Memorandum
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