
Confirmation of Quarterly Review 

Participation 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to confirm your participation in the upcoming Quarterly Review scheduled for 

[Insert Date and Time]. The review will be held at [Insert Location/Platform], and will focus on 

[briefly describe agenda or topics]. 

Please ensure to prepare any necessary materials in advance. Should you have any questions, feel 

free to reach out. 

Thank you for your commitment, and we look forward to your valuable contributions. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


