
Proposal for Meeting 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to propose a meeting to discuss [Meeting Topic]. This meeting aims to [Brief 

Description of Purpose]. 

Proposed Agenda: 

1. Introduction and Welcome 

2. Overview of [Topic] 

3. Discussion of Key Issues 

4. Feedback and Suggestions 

5. Next Steps 

6. Q&A Session 

Please let me know your available dates and times so we can schedule this meeting at your 

convenience. I believe that our discussion will be beneficial and look forward to your positive 

response. 

Thank you for considering this proposal. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


