Dear ….
Thank you for agreeing to meet and discuss the …………………… Concept.

Date:

Time:

Duration:

Location:

The purpose of the meeting is to understand the level of support, and potential for success, of the proposed project.  
As a key stakeholder in the potential project, we would like to find out your views on:

· Your perception of the Concept and what it is trying to achieve

· The value or otherwise you see in pursuing the Concept

· What you see as the outcome – specifically how that might affect your area

· What you see as your role, or roles for your department in the project
· Your ability to provide resources if required

· What are the major impediments to the successful completion of the project

· What should happen next      
We are meeting with a number of people so that we can get a broad understanding for the level of support, and importance of the project.  Attached is a list of people we have identified as key stakeholders.  If there are others we should be speaking with, could you please call or email us so that we can arrange an interview.

I look forward to meeting with you.

Regards

(List of interviewees should be included)

