
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Your Address]  

[City, Province, Postal Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, Province, Postal Code]  

Dear [Recipient's Name],  

I hope this message finds you well.  

I would like to propose a meeting to discuss [briefly state the purpose 

of the meeting, e.g., "collaborative opportunities in the KZN region"], 

as I believe there are mutual interests that we can explore.  

I would appreciate the opportunity to meet at your convenience. Please 

let me know your available dates and times, and I will do my best to 

accommodate.  

Thank you for considering this request. I look forward to your positive 

response.  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position]  

[Your Company/Organization] 


