
Request for Meeting 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

construction project, [Project Name], and address any concerns or updates needed to ensure its 

successful completion. 

Please let us know your availability for the week of [Insert Date], and we will do our best to 

accommodate your schedule. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Phone Number] 

[Your Email Address] 


