Project Update Meeting Invite Template

Subject: Project Update Meeting — [Project Name] Progress on [Date]

Hi [Stakeholder’s Name],

| hope you're doing well. We've scheduled a project update meeting to discuss the
latest progress on [Project Namel].

Date and Time: [Date] at [Time]

Agenda:

Recap of project goals and milestones

Recent progress and achievements

Current challenges and how we're addressing them
Upcoming tasks and deadlines

Open discussion and Q&A

Your insights and feedback are invaluable, so please come prepared with any
questions or comments.

Looking forward to your participation.

Best,
[Your Full Name]
[Your Position]

[Your Contact Information]
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