
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Meeting Request  

I hope this message finds you well. I am writing to formally request a 

meeting to discuss [briefly state the purpose of the meeting].  

[Provide any additional context or background information here, if 

necessary.]  

I would appreciate the opportunity to meet with you at your earliest 

convenience. I am available on [provide a few date options and times], 

but I am more than willing to work around your schedule.  

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

Sincerely,  

[Your Name]  

[Your Position]  

[Your Company/Organization] 


