
Quarterly Business Review Notification 

Dear [Recipient's Name], 

We are pleased to invite you to our upcoming Quarterly Business Review (QBR) scheduled for 

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

Agenda: 

• Review of Q[Number] Performance Metrics 

• Key Achievements and Challenges 

• Strategic Initiatives for Next Quarter 

• Open Discussion 

Please prepare any insights or feedback you may wish to share during the review. We value your 

participation and look forward to our discussions. 

Kind regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


