
Letter for Scheduling a Media Consultation Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to schedule a media consultation meeting to 

discuss [specific topics or objectives]. We believe your insights would be incredibly valuable. 

Could you please let us know your availability for a meeting on [suggest two or three date 

options]? We can meet via [platform, e.g., Zoom, Microsoft Teams], or in person at [location]. 

Thank you for considering this request. I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Contact Information] 


