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Subject: Be ready for the Zoom Meeting
Dear Team,
This email is to request you to join the “Quarterly Sales Department Meeting” to discuss the major decisions regarding the sales of the company. The meeting will be held via Zoom video call on [mention Date & Day] at [mention Time]. Following is a list of agenda items for the meeting:
[Agenda Item 1]
[Agenda Item 2]
[Agenda Item 3]
The meeting will end in [mention Duration]. Following is a list of persons who will participate in the meeting:
[Person 1]
[Person 2]
[Person 3]
Make sure to be ready for this meeting as every participant will be allowed to give his/her opinion on the above-mentioned agenda items. You can join the meeting by clicking the given below Zoom link:
[Call to Action / Zoom Link]
If you have any questions or queries, feel free to contact me via the given below contact details. Thanks!
Sincerely,	
[Name]
[Designation]
[Contact Details]
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