Subject: Request to Schedule a Meeting
Dear [Recipient's Name],

| hope this message finds you well. | am writing to request a meeting at your earliest
convenience to discuss [briefly state the purpose of the meeting].

Could you please let me know your availability for the next week? | am flexible with timings and
can adjust to your schedule.

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

Best regards,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



