
Official letter to schedule a meeting with a client

Subject: Request for Meeting Appointment

    Dear [Client Name],

    I hope this message finds you well. I would like to schedule a meeting to discuss [specific topic or

project] at your earliest convenience. 

    Please let me know your available dates and times so that we can arrange a mutually suitable

schedule. I look forward to our discussion and exploring potential opportunities together.

    Thank you for your attention to this matter.

    Sincerely,  

    [Your Name]  

    [Your Position]  

    [Company Name]

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


