
Informal email to a colleague to set a meeting

Subject: Letâ€™s Catch Up on [Topic]

    Hi [Colleague Name],

    Iâ€™d like to set up a quick meeting to go over [topic/project]. Are you available on [date] at

[time]? 

    If that doesnâ€™t work, please suggest another time thatâ€™s convenient for you. Looking

forward to catching up and discussing this.

    Best,  

    [Your Name]

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


