Meeting Reminder Email
Sub: Meeting Reminder Email
Dear [NAME, ex. Tom Atkinson],

This email is just a reminder that the next [TYPE OF MEETING] meeting will be held on [DATE] at [TIME OF MEETING] in the [NAME OF CONFERENCE ROOM OR PLACE MEETING IS HELD]. If anyone have further information to provide or any questions, please do so at any time prior to the meeting. 

Sincerely,

[YOUR NAME, ex. Tony Philips]

