
Client Appointment Request for Project 

Update 

Dear [Client's Name], 

I hope this message finds you well. I am writing to request an appointment with you to discuss 

the status and updates regarding our ongoing project, [Project Name]. 

We would like to share our progress, address any inquiries you might have, and discuss the next 

steps moving forward. Please let us know your availability for a meeting at your earliest 

convenience. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


