Quarterly Evaluation Meeting Invitation

Dear [Partner's Name],

I hope this message finds you well. As we approach the end of the quarter, it is time for our
quarterly evaluation meeting to discuss our partnership's progress, achievements, and areas for
improvement.

Please find the details of the meeting below:

o Date: [Insert Date]
e Time: [Insert Time]
e Location: [Insert Location/Link to Virtual Meeting]

The agenda for this meeting includes:

Review of goals and objectives
Performance metrics analysis
Feedback and open discussions
Next steps and action items
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Please confirm your availability for the proposed date and time. Should you have any topics for
discussion, feel free to share them prior to our meeting.

Looking forward to our fruitful discussion.
Best Regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



