
Initial Project Consultation 

Date: [Insert Date] 

To: [Client's Name] 

[Client's Address] 

Dear [Client's Name], 

Thank you for considering [Your Company's Name] for your upcoming project. We are excited 

about the opportunity to collaborate with you and help bring your vision to life. 

As a first step, we would like to suggest an initial consultation meeting. During this meeting, we 

can discuss your project objectives, timelines, and any specific requirements you may have. 

Please let us know your availability for the following dates and times: 

• [Option 1: Date and Time] 

• [Option 2: Date and Time] 

• [Option 3: Date and Time] 

If these options do not work for you, feel free to suggest another time that is more convenient. 

We look forward to your response and the opportunity to work together. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company's Name] 

[Your Contact Information] 


