
Subject: Invitation to Participate in Online 

Discussion 

Dear [Stakeholder's Name], 

I hope this message finds you well. We are organizing an online discussion scheduled for [Date] 

at [Time], focusing on [Topic of Discussion]. Your insights and expertise would be incredibly 

valuable to the conversation. 

Please confirm your availability at your earliest convenience. The discussion will take place via 

[Platform e.g., Zoom, Microsoft Teams], and a link to join will be sent prior to the meeting. 

Looking forward to your participation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


