
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

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

request] that is scheduled for [date or time frame]. In order to 

effectively plan and prepare, I would like to arrange this in advance.  

The purpose of this request is [brief explanation of the reason for the 

request]. I believe that having this planned ahead of time will [benefit 

or positive outcome].  

Please let me know if you are available for [meeting, call, etc.] on 

[proposed dates/times] or if there are other options that might work 

better for you. I look forward to your response.  

Thank you for considering my request.  

Best regards,  

[Your Name]  

[Your Position, if applicable]  

[Your Company, if applicable] 


