
Meeting Request 

Date: [Insert Date] 

Your Excellency, 

I hope this message finds you well. I am writing to request a meeting with you at your 

convenience to discuss [insert purpose of the meeting]. 

We believe that this meeting will be beneficial for [insert brief explanation about the importance 

of the meeting]. 

Could you kindly let us know your available dates and times? We are eager to accommodate 

your schedule. 

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

Yours sincerely, 

[Your Name] 

[Your Title] 

[Your Diplomatic Mission] 

[Contact Information] 


