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Dear Recipient Name:
This is to notify all employees that the monthly official meeting will be held on Thursday, 29th June at 4 pm in the main conference room. The CEO, Mr. ABC will be heading to the meeting. Attendance will be recorded by the CEO's assistance, Mr. John. It is mandatory for all the staff members to attend the meeting.
The agenda to be discussed this month includes discussion on the progress in the company's sales. New ideas and suggestions will be discussed further improving the sales. Employees should bring their laptops to note down the important points.
Heads of each department must ensure that every member of their team is present at the meeting and arrives on time.
Sincerely,
Your Name
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