SHINE YOUR LIGHT 
Team Talk 1 INVITATION TEMPLATE

NOTES
1. Set a date and book a meeting space with AV facilities.
2. Complete the relevant details in the template below – all yellow highlighted text should be completed by you and the highlights removed.
3. Copy the whole table below into a meeting request and distribute it to your direct reports/team members as a diary blocker. 
4. Use the subject line: SHINE YOUR LIGHT Team Talk 1

_______________________________________________________________________________________________
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Dear Colleagues,

As we continue our journey to infinite possibilities, the time has arrived for us to get together as a team and join all the dots in Digicall’s world of work.  

We all have so much to give and to gain here, so this is a great opportunity for us to see and understand the full picture. 

DATE:		xxxx (by 31 October 2023 latest)
TIME:		(30 minutes)
VENUE:		xxx
RSVP: 		By accepting this meeting request

Your attendance is a business requirement and I’m looking forward to seeing you all there!

Regards, 
Your name
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