
Dear [Stakeholder's Name], 

I hope this message finds you well. I am writing to follow up on our recent discussion regarding 

the upcoming stakeholder online meeting scheduled for [Date] at [Time]. 

Please find below the details for the meeting: 

• Meeting Link: [Insert Link] 

• Agenda: [Brief Agenda Overview] 

• Duration: [Estimated Duration] 

We look forward to your valuable insights and contributions. Should you have any questions or 

need further information, please do not hesitate to reach out. 

Thank you, and see you online! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


