
Subject: Request for Stakeholder Briefing on 

[Project Name] 

Dear [Stakeholder's Name], 

I hope this message finds you well. As we progress with our [Project Name], we would like to 

schedule a briefing session with you to discuss key updates and gather your invaluable insights. 

The details of the proposed briefing are as follows: 

• Date: [Proposed Date] 

• Time: [Proposed Time] 

• Location: [Proposed Location or Virtual Meeting Link] 

Please let us know your availability for the proposed slots or suggest an alternative that works for 

you. Your feedback is crucial to the success of the project, and we appreciate your participation. 

Thank you for your attention to this matter. We look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


