
Meeting Arrangement for Student Group 

Project Discussion 

Date: [Insert Date] 

To: [Group Members' Names] 

Subject: Meeting Arrangement for Project Discussion 

Dear Team, 

I hope this message finds you well. I would like to arrange a meeting for our group project 

discussion to ensure we are all on the same page and to make progress on our assignments. 

Meeting Details: 

• Date: [Insert Meeting Date] 

• Time: [Insert Meeting Time] 

• Location: [Insert Location or Link to Virtual Meeting] 

Please confirm your availability for the proposed date and time. If you have any other 

suggestions, feel free to share them. 

Looking forward to our discussion! 

Best regards, 

[Your Name] 

[Your Contact Information] 


