
Initial Project Consultation Meeting 

Invitation 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to move forward with the planning of [Project 

Name] and would like to schedule an initial consultation meeting to discuss our project goals and 

objectives. 

Details of the meeting are as follows: 

• Date: [Proposed Date] 

• Time: [Proposed Time] 

• Location: [Meeting Location/Virtual Link] 

During this meeting, we will cover: 

1. Overview of the project scope 

2. Expected milestones and timelines 

3. Roles and responsibilities 

4. Any questions and concerns 

Please confirm your availability for the proposed date and time, or suggest an alternative that 

works for you. We look forward to your insights and collaboration on this project. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


