
[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 invite you to a lunch 

meeting to discuss [briefly state the purpose or topic of the meeting].  

**Details of the lunch meeting are as follows:**  

**Date:** [Insert Date]  

**Time:** [Insert Time]  

**Location:** [Insert Location/Restaurant Name]  

This will be a great opportunity for us to [mention any specific goals or 

agenda items, if applicable]. Please let me know if you are available at 

the proposed time.  

Looking forward to your confirmation.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


