会议通知的英语范文
TheConferenceNotice
GansuProvincialEducationDepartmentandBritishGovernmentDepartmentforInternationalDevelopment(DFID)areco-organizinganInternationalConferenceon“InternationalConferenceonSchoolDevelopmentPlanning”.
Thethemeoftheconferenceis“SchoolDevelopmentPlanning”andcentraltopicis“SchoolDevelopmentPlanning(SDP)experienceinChinaandworldwide”Teilnehmer:AdministratorsfromallcollegesanduniversitiesinChina，facultyandstaffininstitutions
Conferencedate/time:Sept24,Friday,2004,9:00a.m.-5:00p.m.
Conferenceplace:AcademicConferenceCenter，LanzhouUniversity
Registrationandmeetingschedule:
Contactname:Ms.HilaryWang
E-mail:
Telephone:(0931)8476-6960.
会议通知(announcingaMeeting)常用句子：
1.AstaffmeetinghasbeenscheduledforMonday,June5that2pm.员工大会安排在6月5日星期一下午两点召开。
2.Attendanceismandatoryforallaccountingstaff.财务部的所有职员都必须参加。
3.Attendanceisencouragedforallemployees.鼓励所有的员工都参加。
.Pleaserefertotheattachedmeetingagendaformoredetails.关于详情请看附件中的议程。
5.Ifyouareunabletoattend,pleaseclearyourabsencewithHumanResources.如果您无法参加，请对人力资源部说明原因。
6.Anall-handsmeetingwillbeheldFriday.全体大会在周五B开。
7.Themeetingwillbeheldinroom203.会议将在203室举行。
8.Lightrefreshmentswillbeserved.届时将提供甜点饮料。
