Subject:

Attendee Details for the Meeting Name!

Body Text:
Dear Meeting Name Attendees,
We look forward to seeing you at the Meeting Name on date at the Location. Please find attached the final agenda.

Please view important details regarding the meeting below.

1. Any facility, hotel, or parking instructions

2. Any instructions for the tour (bring closed toed shoes, pants, etc.)

Email email if you have any questions. We look forward to seeing you soon!

Signature

Attachment:
[bookmark: _GoBack]Final Agenda
