
Appointment Request 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 

 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to request an appointment for a consultation 

regarding a liability insurance claim that I am currently handling. 

As I seek to understand the best course of action and the implications of my case, I believe your 

expertise would be invaluable. I would appreciate an opportunity to discuss the details with you 

and explore the available options. 

Please let me know your available times, and I will do my best to accommodate. Thank you for 

considering my request. 

Sincerely, 

[Your Name] 


