[HARVESTIME INTERNATIONAL INSTITUTE]

(Insert address and telephone information]           

Date

Name

Address

City, State, Zip

Dear  [Faculty Member]:

Greetings in the wonderful name of our Lord and Savior Jesus Christ!  

We want to remind you of the next Faculty Meeting.  It will be conducted [date],  [time], [place].

The agenda items for this meeting will include [list items to be discussed].

If you have any questions regarding this meeting or would like an item placed on the agenda, please contact me at [telephone]. 

We look forward to seeing you!

Sincerely,

Name

Title

