
Reminder: Upcoming Policy Proposal Discussions 

Dear [Recipient's Name], 

This is a friendly reminder regarding our upcoming discussions on the policy proposals 

scheduled for [Date] at [Time]. The meeting will take place at [Location/Virtual Platform]. 

We appreciate your valuable input and look forward to your thoughts on the proposed policies: 

• [Policy Proposal 1] 

• [Policy Proposal 2] 

• [Policy Proposal 3] 

Please ensure that you review the proposals prior to our meeting. If you have any questions or 

need further information, feel free to reach out. 

Thank you, and looking forward to our discussion! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Organization] 


