
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Position] 

[Recipient's Company] 

[Recipient's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position] at [Your 

Company]. We specialize in [briefly describe your field of expertise or services offered]. 

We are currently seeking to enhance our capabilities in [specific area or technology] and believe 

that your expertise in [recipient's field of expertise] would greatly benefit our efforts. I would 

like to request an appointment for a technical consultation to discuss potential collaboration and 

gain insights from your experience. 

Please let me know your available times for this discussion. I am looking forward to the 

opportunity to connect with you. 

Thank you for considering my request. I hope to hear from you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


