
Reminder: Quarterly Business Review 

Session 

Dear [Recipient's Name], 

This is a friendly reminder for our upcoming Quarterly Business Review session scheduled for 

[Date] at [Time]. The meeting will be held at [Location/Platform]. 

Please prepare your reports and any relevant materials to discuss our progress and strategize for 

the upcoming quarter. 

We look forward to your valuable insights and contributions. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


