
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well. I would like to extend an invitation 

for a business lunch to discuss [specific topic or reason for the 

meeting]. I believe that a face-to-face meeting would provide us with an 

excellent opportunity to explore potential collaborations and share 

insights.  

I propose we meet on [suggest a date and time], at [suggest a restaurant 

or location], but I am open to other times and places that may be more 

convenient for you.  

Please let me know your availability, and I look forward to the 

opportunity to meet and discuss our mutual interests.  

Thank you for considering my invitation.  

Best regards,  

[Your Name] 


