Temporary/Provisional Appointment

Subject: Request for Provisional Meeting

Dear [Recipient Name],

| would like to request a provisional appointment to discuss [topic], preferably sometime during [time
period]. This is to ensure we can coordinate plans and make decisions efficiently before the final
meeting.

| am available on [dates/times] and will gladly adjust to your schedule.

Regards,

[Your Name]

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




