
Request for One-on-One Meeting 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request a one-on-one meeting with you at 

your earliest convenience. I believe that a direct conversation would greatly enhance our 

communication and collaboration on [specific topic or project]. 

Given the importance of [reason for the meeting], I feel that discussing this matter in detail could 

lead to more productive outcomes. I am available on [provide a few options for dates and times], 

but I am more than willing to adjust to a time that suits you best. 

Thank you for considering my request. I look forward to the opportunity to speak with you. 

Sincerely, 

[Your Name]  

[Your Title/Position]  

[Your Contact Information] 


