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Your Name
Title
Company Name
Street Address City, ST ZIP Code

Date
Recipient Name
Title
Dear Recipient Name:
This is to notify all staff members that there is going to be a general meeting next week on Monday, 27th April. The meeting will be presided over by the Senior Branch Manager, Mr. XYZ. Attendance is compulsory for all employees. 
The main issue to be discussed in the meeting revolves around how to improve the overall performance of our branch. Every employee is encouraged to provide practical suggestions. It is, therefore, advised that staff members come prepared to the meeting to present their ideas.
[bookmark: _GoBack]The meeting will be held at 10 am sharp in the main conference hall. Everyone must be present 20 minutes before the commencement of the meeting so that attendance can be recorded. All staff members must be punctual.
Sincerely,
Your Name
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