
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Client's Name]  

[Client's Position]  

[Client's Company]  

[Client's Address]  

[City, State, Zip Code]  

Dear [Client's Name],  

I hope this message finds you well. I am writing to arrange a meeting to 

discuss [specific purpose or topic of the meeting].  

**Proposed Dates and Times:**  

1. [Option 1: Date and Time]  

2. [Option 2: Date and Time]  

3. [Option 3: Date and Time]  

Please let me know which option works best for you, or feel free to 

suggest an alternative time.  

The meeting can take place at [location/format, e.g., our office, a 

coffee shop, Zoom, etc.].  

Thank you for considering this meeting. I look forward to your reply.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


