
Formal Request Letter for Business Meeting
A formal request letter for a business meeting is a professional document used to invite a colleague, client, or partner to discuss important matters regarding business opportunities, projects, or collaborations. This letter clearly states
the purpose, proposed date and time, venue, and agenda of the meeting in a polite and concise manner. A sample letter might begin with a formal greeting, followed by the meeting request, key discussion points, and a closing statement
expressing anticipation of a positive response, ensuring effective communication and mutual understanding between parties.

Template
[Your Name]  
[Your Position]  
[Your Company/Organization]  
[Address]  
[City, State, ZIP Code]  
[Email Address]  
[Phone Number]  
[Date]
[Recipient's Name]  
[Recipient's Position]  
[Recipient's Company/Organization]  
[Address]  
[City, State, ZIP Code]
Dear [Recipient's Name],
Subject: Request for Business Meeting
I am writing to formally request a meeting with you to discuss [briefly state the purpose, e.g., potential collaboration, project updates, partnership opportunities]. 
I would appreciate the opportunity to meet on [propose date and time], at [propose venue or suggest a virtual meeting], if that is convenient for you. The main agenda for our discussion will include:
- [Key Point 1]
- [Key Point 2]
- [Key Point 3]
Please let me know your availability or suggest an alternative time if the proposed schedule does not suit you.
Thank you very much for considering this request. I look forward to your positive response and a fruitful discussion.
Yours sincerely,
[Your Name]  
[Your Position]  
[Your Company/Organization]
    

Sample Letter
John Smith  
Business Development Manager  
Acme Technologies Inc.  
123 Business Rd.  
Metropolis, NY 10001  
john.smith@acmetech.com  
(555) 123-4567  
June 10, 2024
Ms. Sarah Johnson  
Operations Director  
Bright Solutions Ltd.  
456 Enterprise Ave.  
Metropolis, NY 10002
Dear Ms. Johnson,
Subject: Request for Business Meeting
I am writing to request a meeting with you to discuss potential partnership opportunities between Acme Technologies Inc. and Bright Solutions Ltd. 
I would appreciate the opportunity to meet on June 20, 2024, at 10:00 AM at your office or via Zoom, depending on your convenience. The agenda for our meeting will include:
- Exploring areas of potential collaboration
- Reviewing current business challenges
- Outlining next steps for a strategic partnership
Please let me know your availability for the proposed date or suggest an alternative time that works for you.
Thank you for considering my request. I am looking forward to your positive response and a meaningful discussion.
Yours sincerely,
John Smith  
Business Development Manager  
Acme Technologies Inc.
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