Proposal for Scheduling a Learning
Assessment Meeting

Date: [Insert Date]
To: [Recipient's Name]
From: [Your Name]
Subject: Proposal to Schedule a Learning Assessment Meeting
Dear [Recipient's Name],
I hope this message finds you well. I am writing to propose a meeting to discuss the upcoming
learning assessments for our [project/course/program] scheduled for [insert timeframe]. This
meeting aims to evaluate our current learning objectives and align our methodologies to ensure
we meet our educational goals.
Proposed dates and times for the meeting are as follows:
o [Option 1: Date and Time]
e [Option 2: Date and Time]
e [Option 3: Date and Time]

Please let me know if any of these options work for you or if there are other times that better fit
your schedule. I look forward to your response and hope to finalize our meeting soon.

Thank you for considering this proposal.
Sincerely,
[Your Name]

[Your Position]
[Your Contact Information]



