
Project Consultation Coordination 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to coordinate a time for our upcoming project 

consultation regarding [Project Name/Topic]. I believe it would be beneficial for us to discuss 

our goals and outline the next steps. 

Could you please provide your availability for this week or early next week? I am available on 

the following days: 

• [Day, Date, Time] 

• [Day, Date, Time] 

• [Day, Date, Time] 

Thank you for your attention, and I look forward to your reply. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


