Zoom Meeting Invitation Email Template
Subject: Join us on Zoom for the Board Meeting
Hey John,
I know that you are traveling abroad but being the director at the Board of [mention Company Name], your presence at the board meeting will be required. So, it will be great if you could join us on Zoom for the meeting. This meeting will take place on [mention Day & Date] and will last approximately for [mention Duration]. The meeting will commence on [mention Start Time] and will end on [mention End Time]. The agenda of this meeting is listed below: 
[bookmark: _GoBack][Agenda A]
[Agenda B]
[Agenda C]
All the directors of the Board will be present at the meeting. On every matter, the opinions of each and every director will be considered important. Also, I have attached to this email a list of all the ordinary and special resolutions that will be passed in this meeting.
So, make sure to be prepared for this meeting on time. Here is the link and the password with which you will be able to join the meeting on Zoom:
[Call to Action / Zoom Link]
[Zoom Meeting Password]
I will also write you a reminder email for this Zoom meeting at least two days before the meeting. In case you want to ask anything relevant to the meeting, feel free to contact me anytime. Thanks!
Sincerely,	
[Name]
[Designation]
[Contact Details]
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