Stakeholder Mid-Project Review

Date: [Insert Date]

To: [Stakeholder Name]

From: [Your Name]

Subject: Mid-Project Review Invitation

Dear [Stakeholder Name],

We are writing to invite you to the mid-project review meeting for the [Project Name] scheduled

on [Date] at [Time] in [Location/Platform]. This meeting aims to assess our progress, discuss any
challenges, and align our objectives moving forward.

Agenda:
e Project Overview
e Progress Update
o Challenges and Risk Assessment
e Next Steps and Action Items
e Q&A Session

Please confirm your availability for the meeting by [Response Deadline]. Your insights are
invaluable for the success of this project, and we look forward to your participation.

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



