Orientation Letter

Date: [Insert Date]

To: [Stakeholder's Name]
[Stakeholder's Title]
[Stakeholder's Company]

[Stakeholder's Address]

Dear [Stakeholder's Name],

We are excited to welcome you as a new stakeholder in our [project/initiative name]. Your
involvement is crucial to our success, and we look forward to working closely with you.

As part of your orientation, we would like to invite you to a meeting on [insert date and time] at
[insert location/virtual platform]. This meeting will provide an opportunity to:

e Introduce you to the team and other stakeholders
« Discuss the project's vision, goals, and expected outcomes
e Share key timelines and milestones

e Answer any questions you may have

We believe that your expertise and insights will greatly enhance the trajectory of our initiatives.
Please confirm your attendance by [insert RSVP information].

Thank you for your commitment, and we look forward to our collaboration.

Sincerely,

[Your Name]

[Your Title]

[Your Company]
[Your Phone Number]

[Your Email Address]



