
[Your Name]
[Address]
[Letter Date]

[Recipients Name]
[Address]
[Subject: Subject of Letter] -Optional-

Dear (Recipient's Name),
It is to announce that all the employees should be in conference room Number 1 for the meeting. The meeting will be conducted at 5 p.m. Some important decision will be taken about the employee benefits and other facilities. Please fill the employee information sheet attached with the letter and send it to the meeting.
 [Your Name]

[Senders Title] -Optional-
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