
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I am writing to invite you to our upcoming JV team meeting scheduled for 

[Date] at [Time]. The meeting will take place at [Location/Virtual 

Platform Link].  

The agenda for the meeting includes:  

1. [Agenda Item 1]  

2. [Agenda Item 2]  

3. [Agenda Item 3]  

Please confirm your attendance by [RSVP Date]. Your participation is 

important to ensure that we align our strategies and objectives 

effectively.  

Thank you, and I look forward to your confirmation.  

Best regards,  

[Your Name]  

[Your Title]  

[Your Organization]  

[Contact Information] 


