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Date:
To:
[bookmark: _GoBack]Subject: Invitation to video conference
As you know the coronavirus outbreak has made all of us practice social distancing, we are compelled to work for the company from home. Our company wants to ensure that every employee stays safe and healthy. Keeping this in view, we have decided to conduct a video conference to communicate some important matters with our employees.
We are inviting all our employees to attend the video conference that will take place on the coming Friday at 10 am. 
The conference will include all the important points about the project the coming is going to start. We will guide all our employees on working on the new project. All the employees must attend the conference. 
The employees are requested to be available for a video conference on the aforementioned times. Also, make sure that you do any other work at that time to stay more focused on what is discussed at the conference. 
Your attendance at the conference will be highly appreciated by the company. 
Best regards, 
Name 
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