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[Full name of housing co-op or letterhead]
[Date of notice]
Template - Information Meeting Invitation
Meeting Date: [Date]
Time: [Time]
Location: [Meeting location and address]
Registration opens at [Time]

The board of directors invites members to attend an information meeting about [insert topic].
The board of directors has invited [name guests] to present information on [insert topic such as Asset Management Plan, renovation information, design element – co-op colours, playground, etc.].
This is an informal meeting.  Members are encouraged to attend. The meeting will end by [time].
The presentation will be followed by a question-and-answer period. There will be no formal votes or decisions taken at this meeting.
We will take notes of the main points and share them with members.

Add additional information if relevant, e.g. when registration will open, if there will be refreshments served, etc.
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