[Date]

[Tenant Name]
[Suite/Unit Number]
[Property Name]

Subject: Notice of Annual Commercial Property Town Hall Meeting
Dear Valued Tenant,

You are cordially invited to attend the Annual Town Hall Meeting for [Property Name]. This
meeting serves as an open forum for property management and tenants to discuss the past year's
performance and future objectives for the building.

Meeting Details:

e Date: [Date]
e Time: [Time]
e Location: [Meeting Room/Conference Center/Virtual Link]

The agenda will include:

e Review of property improvements and capital projects completed in [Year].
e Overview of the upcoming [ Year] budget and operating expenses.

o Sustainability initiatives and building efficiency updates.

o Security and safety protocols.

e Open Q&A session.

We encourage at least one representative from your organization to attend. Your feedback is vital
to maintaining a high-quality professional environment for all occupants.

Please confirm your attendance by [RSVP Date] by contacting [Contact Name] at
[Phone/Email].

We look forward to seeing you there.
Sincerely,
[Your Name]

[Your Title]
[Property Management Company|



