[bookmark: _GoBack]MEETING NOTICE (Template)


Company Logo				Company Name: ______________________

Date: __________, 20___,

Dear [mention the recipient's name],
It is hereby to notify about the Shareholders Annual Meeting, which is going to be held on [LONG DATE] at[mention the venue of the meeting in detail]. The meeting will commence at [mention the starting time of the meeting]. The minutes of this annual meeting would be [mention the minutes of meetings].
Following points would be considered for the annual meeting 20____:
1. [Description of meeting agenda no 1]
2. [Description of meeting agenda no 2]
3. [Description of meeting agenda no 3]
Your presence would be highly appreciated in this regard. Kindly inform us in advance if you do not expect to attend the meeting due to any reason and are willing to cast your vote. Well, in this case, you have to fill the proxy form attached to this notice. You are requested to send this form to us after completing it.
Thanking you in anticipation.  

Regards,
[mention your name]
[place your signature here]
[mention your designation]

[Place your company’s stamp here]

[mention address of the company] [mention city name] [mention country]
[mention company’s Email ID]		[mention company’s contact number and fax]
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