
Reminder: Upcoming Annual Assembly 

Dear [Recipient's Name], 

This is a friendly reminder regarding the upcoming Annual Assembly scheduled for [Date] at 

[Time]. The event will take place at [Location]. 

Please make sure to review the agenda attached and come prepared with any updates or reports 

you may need to share. 

We look forward to your attendance and valuable contributions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


