
Notice for Scheduled Business Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Scheduled Business Review Meeting 

Dear [Recipient's Name], 

We would like to inform you that a Business Review Meeting has been scheduled for [Insert 

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

During this review, we will discuss the following agenda items: 

• Performance Overview 

• Goals and Objectives 

• Challenges and Solutions 

• Future Strategies 

Please confirm your availability for this meeting. We look forward to your valuable insights. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


