
[Your Name]  

[Your Job Title]  

[Your Company/Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

[Recipient's Company/Organization]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Office Consultation  

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

consultation regarding [specific topics or issues you'd like to discuss].  

[Provide a brief overview of the context or reason for the consultation.]  

I believe your insights could be invaluable, and I would greatly 

appreciate the opportunity to discuss this further at your convenience.  

Please let me know your availability for a meeting, either in-person or 

virtually, and I would be happy to accommodate your schedule.  

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

response.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company/Organization] 


