
[Your Name] 

[Your Position] 

[Your Company] 

[Date] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

Dear [Recipient's Name], 

I hope this message finds you well. As part of our commitment to continuous improvement, we 

would like to invite you to a feedback session regarding the recent service agreement. 

The session is scheduled for [Date] at [Time], and will be held [Location/Zoom link]. During this 

meeting, we aim to gather your insights and suggestions to enhance our service delivery. 

Please confirm your availability for this session. Your feedback is invaluable in helping us to 

serve you better. 

Thank you for your attention, and I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


