Trust address
(Dedicated) e-mail address

Date

Dear

RE:  MEETING INVITATION

Further to our recent correspondence regarding the trust’s zero inflation policy and your subsequent response, we would like to invite you to attend a meeting at the trust on xxxxxxxx (insert specific date/time or options).

Please advise who will be attending from your organisation. Confirm trust attendees if known or indicate functions/departments that will be represented. 
 As stated in our original letter, we are keen to explore ways we can work together to reduce our mutual costs.  We are open to receiving any suggestions you may have for facilitating better cost management, such as reducing the number of deliveries that you make to us, review of payment terms, and standardisation of product. To this end, enclosed is an opportunity analysis form, which we would ask you to complete and bring to the meeting.  This will form the basis of our discussion, as per item three on the agenda.  

We look forward to working with you.

Yours sincerely

Enc:
Agenda


Opportunity analysis form

