
Notice of Shareholder Meeting 

Dear [Shareholder's Name], 

We hereby notify you of the upcoming formal shareholder meeting for [Company Name]. 

Details of the meeting are as follows: 

Meeting Details 

• Date: [Date] 

• Time: [Time] 

• Location: [Location] 

• Agenda: [Brief description of agenda items] 

Your participation is important to the success of our company and we encourage all shareholders 

to attend. 

Please confirm your attendance by [RSVP Date] by contacting [Contact Information]. 

Thank you for your continued support. 

Sincerely, 

[Your Name]  

[Your Title]  

[Company Name]  

[Contact Information] 


