
Client Quarterly Performance Assessment 

Meeting 

Dear [Client Name], 

We would like to invite you to our upcoming Quarterly Performance Assessment Meeting, 

scheduled for [Date] at [Time]. The meeting will be held [Location/Online Link]. 

The agenda for the meeting includes: 

• Review of the past quarter's performance 

• Discussion of key metrics and outcomes 

• Feedback session 

• Setting objectives for the next quarter 

Please confirm your availability by [RSVP Date]. If you have any specific topics you would like 

to discuss, feel free to share them with us before the meeting. 

Looking forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


