
Invitation to Collaborate on Project Planning 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to announce an upcoming collaborative 

project and would like to invite you to participate in the planning phase. 

Details of the meeting: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location] / Virtual Meeting Link: [Insert Link] 

We believe that your expertise in [specific area] would greatly contribute to the success of this 

project. During this meeting, we will discuss potential ideas, align our objectives, and develop a 

structured approach to move forward. 

Please confirm your attendance by [RSVP Date]. We look forward to your valuable insights and 

to a fruitful collaboration. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


