
Dear [Client's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position] at [Your 

Company]. We specialize in [briefly describe your services or products]. 

I would like to request a meeting with you to discuss how we can assist [Client's Company] in 

achieving its goals. I believe a conversation would be mutually beneficial as we explore potential 

collaboration opportunities. 

Please let me know your availability for a meeting in the coming weeks. I am happy to 

accommodate your schedule and can meet via [suggest meeting formats, e.g., phone, video call, 

or in-person]. 

Thank you for considering this request. I look forward to the opportunity to connect. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


