
Invitation to Stakeholder Planning Session 

Date: [Insert Date] 

Dear [Stakeholder's Name], 

We are pleased to invite you to participate in the upcoming planning session for 

[Project/Initiative Name]. Your insights and expertise are invaluable to the success of this 

initiative, and we would greatly appreciate your involvement. 

Details of the Planning Session: 

• Date: [Insert Date] 

• Time: [Insert Time] 

• Location: [Insert Location/Virtual Link] 

The session will focus on [briefly outline the agenda/purpose of the meeting]. We believe your 

contributions will help us to [explain the goal of the session]. 

Please confirm your attendance by [RSVP Deadline]. If you have any questions, feel free to 

contact me at [Your Contact Information]. 

We look forward to your positive response and to working together towards a successful 

planning session. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Your Contact Information] 


