
Dear [Client's Name], 

I hope this message finds you well. As part of our commitment to providing excellent service, we 

would like to schedule a quarterly check-in to discuss your needs and how we can support your 

goals. 

During this meeting, we can cover the following topics: 

• Your feedback on our services 

• Any challenges you may be facing 

• New opportunities for collaboration 

• Updates on company initiatives 

Please let us know your availability for the next few weeks, and we will do our best to 

accommodate your schedule. 

Thank you for your continued partnership. We look forward to our conversation! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


