
Subject: Request for Introductory Meeting 

Dear [Client's Name], 

I hope this message finds you well. My name is [Your Name] and I am [Your Position] at [Your 

Company]. We specialize in [Brief Description of Services or Products]. 

I would love the opportunity to arrange a meeting to introduce myself and discuss how we can 

work together to achieve [Specific Goals or Objectives]. 

Please let me know your availability for a brief meeting in the coming weeks. I am happy to 

accommodate your schedule. 

Thank you for considering my request. I look forward to your reply. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


