
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I am writing to propose a consultation session to discuss 

[specific topic or issue]. I believe that a focused discussion could provide valuable insights and 

help us explore potential opportunities for collaboration.  

Proposed Date and Time: [Insert preferred date and time]  

Duration: [Insert duration]  

Location: [Insert location or indicate if it will be a virtual meeting]  

Please let me know if the proposed time works for you, or suggest an alternative that suits your 

schedule. I look forward to the possibility of working together and am eager to hear your 

thoughts.  

Thank you for considering this proposal. I hope to speak with you soon.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company]  


