
On-Site Meeting Request 

Dear [Stakeholder's Name], 

I hope this message finds you well. We would like to request an on-site meeting to discuss 

[specific topics or agenda items]. This meeting will provide us with an opportunity to align our 

goals and ensure we are all on the same page moving forward. 

Proposed date and time: [Insert date and time] 

Location: [Insert location] 

Please let us know your availability, and if there are any other topics you would like to discuss 

during this meeting. 

Thank you for your time, and we look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


