
Convocation Notice for Corporate Assembly 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address] 

Dear [Recipient's Name], 

We are pleased to formally invite you to attend the upcoming Corporate Assembly of [Company 

Name], which will be held on [Date] at [Time] in [Location]. This meeting provides a crucial 

opportunity for our stakeholders to discuss the current status and future direction of our 

company. 

Agenda for the Meeting: 

1. Welcome and Opening Remarks 

2. Review of Previous Minutes 

3. Financial Reports 

4. Strategic Planning Discussion 

5. Open Forum 

6. Closing Remarks 

Please confirm your attendance by [RSVP Date] to ensure we have adequate arrangements. If 

you are unable to attend, you may delegate your vote to another member of the assembly. 

Thank you for your continued support and dedication to [Company Name]. We look forward to 

your participation. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


