
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to propose a virtual meeting to discuss [specific 

topic or reason for the meeting]. 

With the current circumstances and the benefits of remote communication, I believe a virtual 

meeting would be an effective way to [mention the purpose of the meeting, e.g., collaborate, 

share updates, address concerns, etc.]. 

I suggest we meet on [proposed date and time], but I am flexible and willing to accommodate 

your schedule. We can use platforms like Zoom, Microsoft Teams, or any other service you 

prefer. 

Please let me know your availability, and I will send a calendar invite once we confirm. 

Looking forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


