
Subject: Invitation to Remote Stakeholder Engagement Meeting 

Dear [Stakeholder's Name], 

I hope this message finds you well. I am writing to invite you to a remote meeting scheduled for 

[Date] at [Time] (Timezone) to discuss [Meeting Topic]. Your insights are invaluable, and we 

believe your participation will greatly enhance our engagement efforts. 

Please find the meeting details below: 

• Date: [Insert Date] 

• Time: [Insert Time] (Timezone) 

• Platform: [Insert Platform, e.g., Zoom, MS Teams] 

• Meeting Link: [Insert Link] 

• Agenda: [Briefly outline the agenda items] 

Please confirm your attendance by [RSVP Date]. If you have any other topics you would like to 

add to the agenda, feel free to let me know. 

Thank you, and I look forward to our discussion! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


