Meeting Request

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Request for Business Meeting
Dear [Recipient's Name],

I hope this message finds you well. I am writing to request a meeting to discuss [briefly state the
purpose of the meeting, e.g., potential collaboration, project updates, etc.].

| believe that a face-to-face discussion would be beneficial for both of us, and | would appreciate
the opportunity to share some ideas and insights.

Could we schedule this meeting for [suggest two or three dates and times], or would you prefer
to propose another time?

Thank you for considering this request. | look forward to your positive response.
Best regards,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



