
Executive Meeting Request 

To: [Recipient's Name] 

From: [Your Name] 

Date: [Date] 

Subject: Request for Executive Meeting to Discuss Strategic Goals 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request a meeting with you and the 

executive team to discuss our strategic goals for the upcoming quarter. Given the rapidly 

changing market environment, it is crucial for us to align our objectives and strategies to ensure 

the continued success of our organization. 

Proposed Meeting Details: 

• Date: [Proposed Date] 

• Time: [Proposed Time] 

• Duration: [Duration] 

• Location: [Location/Virtual Link] 

Please let me know your availability, and if the proposed time does not work for you, I would be 

happy to accommodate your schedule. I look forward to your positive response. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


