
Proposal for Site Meeting 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company] 

[Recipient Address] 

[City, State, ZIP Code] 

Subject: Proposal for Site Meeting 

Dear [Recipient Name], 

I hope this message finds you well. I am writing to propose a site meeting to discuss [specific 

topic or project] in detail. This meeting will provide us the opportunity to review [mention key 

points that will be discussed]. 

Proposed Date: [Insert Date]  

Proposed Time: [Insert Time]  

Proposed Location: [Insert Location] 

Please let me know if the proposed date and time are convenient for you, or if alternatives are 

needed. I look forward to your positive response and am eager to collaborate on this matter. 

Thank you for considering this proposal. 



Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


