
Meeting Request: Project Update 

To: [Executive's Name] 

From: [Your Name] 

Date: [Current Date] 

Subject: Request for Executive Meeting - Project Update on [Project Name] 

Dear [Executive's Name], 

I hope this message finds you well. I am writing to request a meeting to provide you with an 

update on the progress of the [Project Name]. This meeting will allow us to discuss key 

developments, challenges, and next steps. 

Suggested dates and times for the meeting: 

• [Date and Time Option 1] 

• [Date and Time Option 2] 

• [Date and Time Option 3] 

Please let me know your availability, and I will do my best to accommodate. Your insights will 

be invaluable as we move forward. 

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

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


