
Application for Business Meeting 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I am writing to request a meeting with you to discuss [briefly state the purpose of the meeting, 

e.g., potential collaboration, project updates, etc.]. I believe that this meeting will be beneficial 

for both of our interests and will help us align our goals. 

Could we schedule a meeting at your earliest convenience? I am available on [suggest two or 

three dates and times], but I am more than willing to adjust to your schedule. 

Thank you for considering my request. I look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


