Meeting Invitation / Invitacion a la Reunion

Dear [Stakeholder Name],

We are pleased to invite you to our upcoming corporate meeting. / Nos complace invitarle a
nuestra proxima reunion corporativa.

Meeting Details / Detalles de la Reunion

Date: [Date] / Fecha: [Fecha]
Time: [Time] / Hora: [Hora]

Location: [Location] / Ubicacion: [Ubicacion]

Agenda / Agenda

e [Agenda Item 1] / [Elemento de Agenda 1]
« [Agenda Item 2] / [Elemento de Agenda 2]
e [Agenda Item 3] / [Elemento de Agenda 3]

Please confirm your attendance by [RSVP Date]. / Por favor confirme su asistencia antes del
[Fecha de Confirmacion].

Best regards, / Atentamente,
[Your Name] / [Su Nombre]

[Your Position] / [Su Cargo]
[Your Company] / [Su Empresa]



