
Invitation to Virtual Meeting 

Dear [Stakeholder's Name], 

I hope this message finds you well. I would like to schedule a virtual meeting to discuss 

[Meeting Topic]. Your insights and contributions are important to the success of this project. 

Details of the Meeting: 

• Date: [Proposed Date] 

• Time: [Proposed Time] [Time Zone] 

• Platform: [Zoom/Google Meet/etc.] 

• Meeting Link: [Link] 

Please let me know your availability for the proposed date and time or suggest an alternative if 

necessary. I look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


