Informal Email Request

Subject: Can We Schedule a Meeting?

Hi [Recipient Name],

| hope this message finds you well. | wanted to see if we could arrange a meeting to discuss [topic].
| am free on [dates/times], but | can work around your schedule if needed.

Thanks in advance for your time!

Best,

[Your Name]

Get more templates here: https://www.lettersandtemplates.com/letters/appointment-request-letter



