
Meeting Request: Project Discussion 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a meeting to discuss our ongoing 

project, [Project Name]. As we approach key milestones, I believe it would be beneficial for us 

to align our efforts and address any challenges we may face. 

Could we schedule a meeting on [Proposed Date] at [Proposed Time]? Please let me know if this 

works for you or if there are other times that you would prefer. 

Thank you for your consideration. I look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


