
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: UX Design Project Review Meeting  

I hope this letter finds you well. I am writing to schedule a review 

meeting for our ongoing UX design project, [Project Name]. We would like 

to discuss the progress made thus far, gather feedback, and identify any 

areas that require further attention.  

Proposed meeting details:  

- Date: [Proposed Date]  

- Time: [Proposed Time]  

- Location: [Meeting Location / Virtual Meeting Link]  

Please let us know if the proposed date and time are convenient for you 

or if alternative arrangements should be considered. Your insights are 

invaluable to the success of this project, and we look forward to your 

participation.  

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

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Signature (if sending a hard copy)] 


