Dear [Recipient's Name],

I hope this message finds you well. I would like to schedule a meeting to discuss the upcoming
video production project. It is important that we align our ideas and expectations prior to starting
the project.

Please let me know your availability for a video conference next week. Here are a few suggested
time slots:

e Monday, [Date] at [Time]
e Wednesday, [Date] at [Time]
o Friday, [Date] at [Time]
If none of these times work for you, please suggest an alternative that suits your schedule.
Looking forward to our discussion.
Best regards,
[Your Name]
[Your Position]

[Your Company]
[Your Contact Information]



