
[Date] 

[Recipient Name] 

[Recipient Address] 

[City, State, Zip Code]  

Subject: Notice of Virtual Annual Community Town Hall Meeting 

Dear Resident, 

You are cordially invited to attend our Annual Community Town Hall Meeting. To ensure the 

safety and convenience of all members, this year's meeting will be held virtually via video 

conference. 

Meeting Details: 

• Date: [Date of Meeting] 

• Time: [Start Time] to [End Time] 

• Platform: [Zoom/Microsoft Teams/Google Meet] 

• Meeting Link: [Insert URL] 

• Meeting ID: [Insert ID] 

• Passcode: [Insert Passcode] 

Agenda: 

1. Review of the past year's achievements and challenges. 

2. Financial report and budget presentation for the upcoming year. 

3. Updates on community projects and infrastructure. 

4. Open Q&A session with the Board of Directors. 

If you have specific questions you would like addressed during the Q&A session, please submit 

them in advance to [Email Address] by [Deadline Date]. 

We look forward to your participation and value your input in making our community a better 

place to live. 

Sincerely, 

[Your Name/Signature] 

[Your Title/Board Position] 

[Community/Organization Name]  


