
Timeline Review Consultation 

Date: [Insert Date] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to invite you to a timeline review consultation 

regarding [Project/Subject Name]. This meeting will provide an opportunity to review the 

current progress, address any challenges, and adjust timelines as necessary. 

Proposed Meeting Details: 

• Date: [Insert Proposed Date] 

• Time: [Insert Proposed Time] 

• Location: [Insert Location or Specify if Virtual] 

Please let me know your availability for the above date and time. If necessary, I am open to 

adjusting the schedule to accommodate your needs. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


