Meeting Agenda and Request for Preparation Needs [Replace with company or department letterhead]
Dear _________________: [name of addressee]
  

Thanks for inviting me to attend the upcoming meeting of the _________________ [group or department] on _________________ [date] at _________________ [time]. I will be delighted to attend. 

  

I understand that we will be discussing agenda items such as _________________ at the meeting. 

  

Please let me know if it would be helpful for me to do any special preparation or bring any particular materials or information to the meeting. 

  

I look forward to seeing you on the _________________. [date]
  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
