
Invitation to Stakeholder Requirement 

Gathering Session 

Dear [Stakeholder's Name], 

We are excited to invite you to our upcoming Stakeholder Requirement Gathering Session 

scheduled for [Date] at [Time]. This session will take place at [Location/Link for Virtual 

Meeting]. 

The purpose of this meeting is to discuss and gather your valuable insights on the requirements 

for [Project/Initiative Name]. Your expertise and perspective are crucial to ensuring that we 

address all stakeholder needs effectively. 

Please confirm your attendance by [RSVP Date]. If you have any preliminary thoughts or topics 

you would like to discuss, feel free to share them with us in advance. 

We look forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Contact Information] 


