COMPANY NAME – PROJECT NAME

Pre-Interview Letter



Dear ATTENDEE,

Thank you for participating in business user meetings for the PROJECT NAME data warehouse/business intelligence project. As a reminder, the PROJECT NAME initiative is focused on […]. 
The objective of the meeting is to better understand your area’s business goals and priorities which translate into data and analyses needs. Your insight during these meetings is crucial to defining the requirements for PROJECT NAME.

Specifically, project team members intend to discuss the following topics during their meeting with you:

· Responsibilities

Individual and departmental responsibilities

· Business Objectives and Issues

Business metrics, industry and competitive trends, opportunities and obstacles

· Analyses and Data Requirements

Key reports and analyses, frequencies and current limitations

· Project Success Criteria

Please bring copies of the analyses you are currently performing and/or requesting.

ATTENDEE, thanks in advance for your participation. The project team looks forward to meeting you on DATE at TIME in MEETING ROOM. Please let me know if you have any questions in the meantime.

Sincerely,
Executive Sponsor 
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