
Dear [Recipient's Name], 

I hope this message finds you well. I wanted to follow up on our recent discussion regarding 

[specific topic/issue]. I believe it would be beneficial for us to arrange a meeting to further 

explore this matter. 

Could we schedule a time to meet in the coming week? I am available on [insert days and times], 

but I'm happy to accommodate your schedule if these do not work for you. 

Thank you for considering this proposal. I look forward to your reply. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


