[ORGANIZATION NAME]
[Organization tagline]
[Organization address]   ·   [Membership email]


[Letter date]
NOTICE OF ANNUAL GENERAL MEETING
Formal notice to the members of [Organization name]
Dear «Member Name»,
Notice is hereby given that the Annual General Meeting of [Organization name] will be held on «Meeting Date» at «Meeting Time», at the location set out below. All members are encouraged to attend and to vote.
MEETING PARTICULARS
	Meeting date
	«Meeting Date»

	Meeting time
	«Meeting Time»

	Venue
	«Venue Name»

	Address
	«Venue Address»



AGENDA
1.	Call to order and confirmation of quorum
2.	Approval of the minutes of the previous annual general meeting
3.	President's report and treasurer's report
4.	Election of officers and directors
5.	Consideration and vote: «Voting Item»
6.	Member questions and adjournment
Quorum and proxies: [Quorum statement]. Members unable to attend may appoint a proxy in writing; proxy forms are available from [Membership email] and must be received by «RSVP Deadline».
So that we can plan seating and materials, please confirm your attendance by «RSVP Deadline» at [Membership email].
By order of the board,

[Membership director name]
Membership Director, [Organization name]
This notice is general information, not legal advice. Meeting notice, quorum, proxy, and voting requirements vary by your bylaws and by country and region; review them with a professional.




