Sample Email to Invite for Zoom Meeting
Subject: Let’s catch up Online
Hi [Name],
[bookmark: _GoBack]I am sorry I will not be able to meet you in person for our meeting due to [state Reason]. However, it will be great if we catch up online to discuss [mention Topic] tomorrow afternoon at [mention Time]. I think we will require [mention Time] to cover everything. If you will be comfortable at the aforementioned time tomorrow, let’s have a discussion on Zoom. Here is the link:
[Call to Action / Zoom Link]
If you will be unable to join this meeting on Zoom, just make sure to let me know before tomorrow afternoon so that we can reschedule our meeting for some other time and day. I will be looking forward to seeing you. 
Thanks!
Sincerely,	
[Name]
[Designation]
[Contact Details]
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