Date: [Insert Date]

To:

[Recipient Name]
[Recipient Position]
[Company Name]
[Email Address]

Subject: Invitation to Business Meeting 4€“ [Meeting Topic/Project Name]
Dear [Recipient Name],
We are pleased to invite you to a business meeting scheduled as follows:

e Date: [Insert Meeting Date]
e Time: [Insert Meeting Time]
e Location: [Insert Meeting Location/ Video Conference Link]

The purpose of this meeting is to [state the purpose, e.g., discuss project updates, plan future activities, review milestones]. In order to ensure a
productive session, please find the agenda for the meeting attached below.

Meeting Agenda

Welcome and Introductions

Review of Previous Meeting Minutes
[Topic 1]

[Topic 2]

Open Discussion/ Q & A

Action Items and Next Steps
Closing Remarks

R

Kindly confirm your attendance by [RSVP date], and feel free to suggest additional topics for the agenda if necessary.
We look forward to your valuable participation.

Sincerely,

[Your Name]
[Your Position]
[Company Name]
[Contact Details]
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