Meeting Invitation Letter
To
Mr. Percy Fredson
Senior Project manager
Radcliff Enterprises,
D-45, second floor, Modern tower, Avenue Park
London, UK
Date: 5th July 2014
Subject: meeting request invitation letter
Respected Mr. Fredson
I, William Brooks, the senior manager at Kingsley Corporation am writing this letter to you to request you to kindly attend a meeting which is being held to discuss the Residential construction project’s details. As you know, Kingsley Corporation and Radcliff Enterprises are partners in the upcoming residential project and to discuss the project details, we have organized a meeting of all senior executives of both companies.
Here are the details of the meeting
Venue: Meeting Hall, Head office, Kingsley Corporation
Date: 10th July 2014
Time: 9 am
The meeting shall be addressing the various details of the project including its commencement date, its estimated completion period, finance distribution, marketing aspect and employee structure. This is a very important meeting to help kickoff the project smoothly and it would be great if you could be present in it on time.
If you need any more details or have any doubts, feel free to contact my office.
Looking forward to seeing you,
Sincerely,
William Brooks

