
Client Performance Review Meeting 

Invitation 

Dear [Client's Name], 

We hope this message finds you well. We would like to invite you to a performance review 

meeting to discuss the progress and outcomes of our ongoing collaboration. 

Meeting Details: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location / Virtual Meeting Link] 

During this meeting, we aim to: 

• Review the performance metrics and outcomes. 

• Discuss challenges and successes. 

• Identify opportunities for improvement and future goals. 

Please let us know your availability for this meeting. We appreciate your continued partnership 

and look forward to the discussion. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


