Your Name]

Your Address]

City, State, Zip Code]

Email Address]

Phone Number]

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 schedule a discussion
regarding my goals for the upcoming [time period, e.g., quarter, year]. I
believe it is important to align our objectives and ensure we are working
towards a common vision.

During our meeting, I would like to cover the following key points:

1. My current responsibilities and performance.

2. Short-term and long-term goals I'd like to achieve.

3. Areas where I seek your guidance and support.

4. Opportunities for professional development.

Please let me know your availability for a meeting at your earliest
convenience. I am looking forward to your valuable insights and feedback.
Thank you for your time and consideration.

Best regards,

[Your Name]

[Your Job Title]
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