
[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Job Title]  

ZTE Corporation  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

discuss [specific purpose or topic, e.g., potential collaboration, 

project updates, etc.]. We believe that a partnership with ZTE could lead 

to mutual benefits and advancements in our respective fields.  

Please let me know your availability for a meeting over the next couple 

of weeks. I am flexible with timings and can adjust to your schedule.  

Thank you for considering this request. I look forward to the opportunity 

to speak with you.  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Contact Information] 


