
Letter of Solicitation for Formal Assessment 

Meeting 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Address] 

[City, State, ZIP Code] 

Email: [Your Email] 

Phone: [Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

[City, State, ZIP Code] 

 

Dear [Recipient's Name], 

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

upcoming assessment of [specific topic or project]. We believe that a comprehensive evaluation 

is essential for [reason for assessment]. 

We would appreciate the opportunity to engage with you and your team to outline the objectives 

and gather insights that could guide the assessment process. Please let us know your available 

dates and times so we can coordinate accordingly. 

Thank you for considering this request. We are looking forward to your positive response. 



 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 


