
Executive Meeting Request 

Date: [Insert Date] 

To: [Executive Name] 

From: [Your Name] 

Subject: Request for Executive Meeting - Upcoming Initiatives 

Dear [Executive Name], 

I hope this message finds you well. I am writing to request a meeting to discuss several 

upcoming initiatives that require your guidance and strategic insight. We believe that your 

expertise is crucial to the successful implementation of these projects. 

Proposed Agenda: 

• Overview of Upcoming Initiatives 

• Key Objectives and Goals 

• Resource Allocation 

• Timeline and Milestones 

• Q&A Session 

Proposed Dates and Times: 

• [Insert Date & Time Option 1] 

• [Insert Date & Time Option 2] 

• [Insert Date & Time Option 3] 

Please let me know your availability, and if these options do not work for you, I would be happy 

to accommodate your schedule. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


