
Dear [Client's Name], 

I hope this message finds you well. I wanted to follow up regarding our previous discussion 

about [specific topic or project]. I believe it would be beneficial for us to schedule a meeting to 

explore this further. 

Could you please let me know your availability for the week of [insert dates]? I am flexible and 

can adjust to a time that works best for you. 

Looking forward to your response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


