
Dear [Recipient's Name], 

We hope this message finds you well. This is a friendly reminder for the upcoming Annual 

General Meeting (AGM) of [Organization Name]. 

Date: [Date of AGM] 

Time: [Time of AGM] 

Location: [Location of AGM] or Virtual Link: [Virtual Link] 

Your participation is vital as we will be discussing important matters concerning our 

organization, including: 

• Review of the previous year's activities 

• Financial statements 

• Future plans and initiatives 

We appreciate your commitment to our community and look forward to your valuable input. 

Please confirm your attendance by [RSVP deadline] by responding to this email. 

Thank you, and we look forward to seeing you at the AGM! 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


