
Summons for Annual Tech Review Discussion 

Date: [Insert Date] 

To: [Employee/Team Name] 

Subject: Invitation to Annual Tech Review Discussion 

Dear [Recipient's Name], 

We are pleased to inform you that the annual tech review discussion will be held on [Insert Date] 

at [Insert Time] in [Insert Location/Platform]. This meeting aims to evaluate our current 

technology strategies and discuss future initiatives. 

Attendance is mandatory as we will be addressing essential topics that impact our team's 

direction and performance. Please come prepared to share your insights and suggestions. 

Should you have any questions or require further information, feel free to reach out to me 

directly. 

Looking forward to your active participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


