
[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Shareholder's Name]  

[Shareholder's Address]  

[City, State, Zip Code]  

Dear [Shareholder's Name],  

Subject: Shareholder Announcement  

We are pleased to announce that [Company Name] will be holding its 

[Annual/Extraordinary] General Meeting of Shareholders on [Date] at 

[Time]. The meeting will take place at [Location/Online Platform].  

The agenda for the meeting will include:  

1. [Agenda Item 1]  

2. [Agenda Item 2]  

3. [Agenda Item 3]  

We encourage all shareholders to attend and participate in the 

discussion. Your input is invaluable to the future direction of our 

company. If you are unable to attend, please consider voting by proxy.  

For additional information and resources related to the meeting, please 

visit our website at [Website URL].  

Thank you for your continued support and partnership.  

Sincerely,  

[Your Name]  

[Your Position]  

[Company Name] 


