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Dear Recipient Name:
This is to inform you that the Senior Manager, Mr. XYZ requests to hold a personal meeting with you. The purpose of the meeting is to discuss the overall performance of the sales department which is headed by you. Mr. XYZ would like to talk about certain issues which need to be addressed to improve the performance of your team.
The meeting will be held next week on Monday in Conference Hall 2. You are requested to come to the venue at 11 am sharp. If the day and time do not suit you, please inform Mr. XYZ's assistant by Friday so that another suitable day and time can be fixed for the meeting.
 Sincerely,
Your Name
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