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Dear Recipient Name:
The heads of all departments are invited by the CEO of ABC Company to attend a meeting scheduled to be held on Monday, 6th March. The main purpose of this meeting is to discuss the work performance of employees in each department. Heads are encouraged to discuss their respective issues and put forth suggestions for the improvement of employee performance. This is very important for the overall progress of the company.
The CEO is presenting you with this opportunity to speak on behalf of your team members. You are encouraged to provide an insight into any problems which are restraining employees from performing their best. A discussion will also be carried out regarding what possible incentives can be provided to the employees to make them perform at their optimum. Heads are, therefore, advised to come prepared to the meeting.
The meeting will commence at 3 pm sharp. Attendance is compulsory for all the heads of the departments.
 Sincerely,
Your Name
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