
Invitation to Yearly Operational 

Performance Meeting 

Dear [Recipient's Name], 

We are pleased to invite you to our Yearly Operational Performance Meeting scheduled for 

[Date] at [Time]. The meeting will take place at [Location/Virtual Platform]. 

The agenda will include: 

• Review of last year's performance 

• Key performance indicators 

• Goals and objectives for the upcoming year 

• Open discussion and Q&A 

Your participation is essential for the success of our operations, and we look forward to your 

valuable insights. Please confirm your attendance by [RSVP Date]. 

Thank you, 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


