
Year-End Financial Review Notification 

Dear [Employee/Team Name], 

As we approach the end of the fiscal year, we want to remind you of the upcoming year-end 

financial review scheduled for [Date]. This review is essential for assessing our financial 

performance and planning for the upcoming year. 

Please prepare the following information ahead of the meeting: 

• Annual budget performance reports 

• Expense reports 

• Sales and revenue summaries 

• Any other relevant financial data 

The review will take place at [Location/Platform] at [Time]. We encourage everyone to be 

prepared for a comprehensive discussion and any necessary adjustments moving forward. 

Thank you for your hard work and dedication throughout the year. We look forward to our 

discussion. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 


