
Subject: Invitation to Initial Project 

Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose an initial discussion regarding our 

upcoming project, [Project Name]. We believe that your expertise and insights will be invaluable 

as we outline our objectives and strategies. 

Please let me know your availability for a meeting within the next week. We can conduct this 

meeting via [Zoom/Google Meet/Phone] or in person, depending on your preference. 

Looking forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


