
[Date] 

Dear Resident, 

URGENT REMINDER: Community Town Hall Meeting 

This is a final reminder regarding our upcoming Community Town Hall Meeting. Your presence 

is vital as we will be discussing urgent matters that directly impact our neighborhood. 

Meeting Details: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Link if Virtual] 

• Key Agenda Item: [Insert Main Topic, e.g., Safety, Zoning, Budget] 

We will hold a Q&A session following the main presentation. It is important that as many 

community members as possible attend to ensure all voices are heard before a final decision is 

reached. 

If you have any preliminary questions, please contact the community office at [Phone Number] 

or [Email Address]. 

We look forward to seeing you there. 

Sincerely, 

[Your Name/Organization Name] 

[Title/Position] 


