
Date: [Insert Date] 

[Client's Name] 

[Client's Position] 

[Client's Company] 

[Client's Address] 

Dear [Client's Name], 

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

[specific topics or agenda]. I believe this meeting would be beneficial for both parties and 

facilitate further collaboration. 

We are available on the following dates and times: 

- [Option 1] 

- [Option 2] 

- [Option 3] 

Please let us know your preferred time, or if there's another time that works better for you. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


