
Dear [Recipient's Name], 

I hope this message finds you well. Following our recent discussion on [date of the previous 

meeting], I wanted to follow up to see if we could arrange a subsequent meeting to continue our 

conversation. 

Would you be available to meet on [propose date and time] or [alternative date and time]? I 

believe it would be beneficial to delve deeper into [mention specific topics or agenda items]. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


