
You're Invited to Our Quarterly Review 

Meeting 

Dear [Recipient's Name], 

We are pleased to invite you to our upcoming Quarterly Review virtual meeting. This meeting 

will provide an opportunity to discuss our progress over the past quarter, review key 

performance metrics, and outline our goals for the upcoming quarter. 

Date: [Date] 

Time: [Time] [Time Zone] 

Location: Virtual (link will be provided prior to the meeting) 

Please RSVP by [RSVP Deadline]. If you have any topics or questions you would like to discuss, 

feel free to share them ahead of time. 

We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


