
Notice for Annual Business Review 

Gathering 

Date: [Insert Date] 

To: [Recipient's Name]  

[Recipient's Position]  

[Company Name]  

[Company Address] 

Dear [Recipient's Name], 

We are pleased to invite you to our Annual Business Review Gathering scheduled for [Insert 

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

The agenda will include: 

• Review of last year's performance 

• Discussion of strategic goals for the upcoming year 

• Feedback and insights from attendees 

We value your contribution and believe your presence will enhance the discussions. Kindly 

RSVP by [Insert RSVP Date]. 

Thank you, and we look forward to seeing you there. 

Sincerely, 

[Your Name]  

[Your Position]  

[Company Name]  

[Contact Information] 


