
Annual Budget Planning Conference 

Announcement 

Dear [Recipient's Name], 

We are pleased to announce the upcoming Annual Budget Planning Conference, scheduled for 

[Date], at [Location]. This conference aims to bring together key stakeholders to discuss and 

strategize our budget for the upcoming fiscal year. 

Conference Details: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Location: [Venue] 

• RSVP by: [RSVP Deadline] 

Please confirm your attendance by responding to this email by the RSVP deadline. Your input is 

vital for the success of our budget planning process. 

We look forward to your participation. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


