
Formal Invitation Request 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Embassy Name]  

[Embassy Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to formally request a meeting with [Embassy 

Name] regarding [specific topic or purpose of the meeting]. We believe that collaborating on this 

matter can lead to positive outcomes for both parties. 

We would appreciate the opportunity to discuss this in detail and explore potential avenues for 

cooperation. Please let us know your available dates and times for the meeting, and we will do 

our best to accommodate. 

Thank you for considering our request. We look forward to your positive response. 

Warm regards, 

[Your Name]  

[Your Position]  

[Your Company Name] 


