
[Your Company Letterhead]

[Date]

Subject: Formal Invitation to Business Strategy Planning Meeting

Dear [Recipient Name],

We are pleased to invite you to participate in our upcoming Business Strategy Planning Meeting, which has been organized to discuss,
evaluate, and develop strategic plans for the continued growth and success of [Company Name].

Meeting Details:

Date: [Meeting Date]
Time: [Start Time] – [End Time]
Location: [Meeting Venue / Virtual Meeting Link]

Agenda:

1. Welcome and Opening Remarks
2. Review of Current Business Performance
3. Discussion of Market Trends and Opportunities
4. Identification of Strategic Priorities
5. Developing Action Plans and Timelines
6. Roles and Responsibilities
7. Q&A and Closing Remarks

Your insights and expertise are invaluable to our strategic planning process, and we highly encourage your active participation. Please confirm your
attendance by [RSVP Deadline] to ensure smooth coordination of the event.

Should you have any questions or require additional information, please do not hesitate to contact [Contact Person] at [Contact Email/Phone
Number].

We look forward to your positive response and to working together toward achieving our long-term objectives.

Sincerely,
[Your Name]
[Your Job Title]
[Company Name]
[Contact Information]


