
Communique for Quarterly Review Meeting 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Quarterly Review Meeting Notification 

Dear [Recipient Name], 

We are pleased to announce that the Quarterly Review Meeting is scheduled for [Insert Date] at 

[Insert Time]. The meeting will take place at [Insert Location/Zoom Link]. 

The agenda for the meeting is as follows: 

• Review of Past Quarter Performance 

• Discussion of Key Metrics 

• Strategic Planning for Next Quarter 

• Open Floor for Questions 

Please prepare your reports and any pertinent information for discussion. Your insights and 

contributions are highly valued. 

We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


