
[Date] 

Subject: Invitation to Annual Building Town Hall Meeting 

Dear Residents and Owners of [Building Name], 

The Management and the Board of Directors cordially invite you to attend our Annual Town 

Hall Meeting. This is an important opportunity to discuss the current state of our building, 

upcoming capital projects, and community improvements. 

Meeting Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Room Name/Floor or Zoom Link] 

Agenda Items: 

• Financial Report and Annual Budget Overview 

• Update on Maintenance and High-Rise Equipment (Elevators, HVAC) 

• Security and Safety Protocols 

• Planned Amenities Upgrades 

• Open Q&A Session 

Your participation is vital to the success of our community. If you have specific questions you 

would like addressed during the meeting, please submit them to the Management Office by 

[Insert Deadline Date]. 

We look forward to seeing you there. 

Sincerely, 

[Your Name/Signature] 

Building Manager 

[Building Name] Management 


