Invitation to Annual Planning Teleconference

Dear Team,
We are pleased to invite you to our Annual Planning Teleconference scheduled for:

Date: [Insert Date]

Time: [Insert Time]

Duration: [Insert Duration]

Platform: [Insert Teleconference Platform]
Meeting ID: [Insert Meeting ID]
Password: [Insert Password]

The agenda for the meeting will include:

e Review of last year's performance

e Setting objectives for the upcoming year

e Budget discussions

o Strategic initiatives

Please confirm your attendance by [Insert RSVP Date]. We look forward to your valuable input
and a productive discussion.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



