
Invitation to the Yearly Evaluation Meeting 

Dear [Recipient's Name], 

We are pleased to invite you to our annual evaluation meeting scheduled for [Date] at [Time]. 

The meeting will be held at [Location]. 

This meeting provides an opportunity to discuss our progress over the past year, evaluate our 

achievements, and set goals for the upcoming year. 

Please confirm your attendance by [RSVP Date]. We look forward to your valuable input. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


