Formal Writing for Email

Subject: Request for Meeting Regarding Upcoming Project Milestones
Dear Ms. Williams,
| hope this email finds you well.

I am reaching out to you regarding the upcoming milestones for our project, as the
deadlines are approaching quickly. As we move forward with the work, | believe it
would be beneficial for us to sit down and review the current status of the project,
identify any potential challenges, and discuss the next steps to ensure everything is

progressing smoothly.
In particular, | would like to discuss the following topics during our meeting:

1. The progress of the current tasks and whether we are on track to meet the
deadlines.

2. Any outstanding issues that need to be addressed or potential risks to the
project’s timeline.

3. Finalizing the next phase of work and assigning additional resources, if
necessary.

4. Clarifying any questions regarding the budget and project scope.

| believe that having a clear, open conversation about these matters will help us
maintain a successful trajectory toward completing the project on time and within

scope.

Please let me know your availability for a meeting over the next few days. | would be

happy to adjust to a time that is most convenient for you. Additionally, if you prefer to



discuss these topics via a conference call or virtual meeting, | can arrange that as

well.

Thank you for your time and attention to this matter. | look forward to hearing from

you and to scheduling a time to meet.

Best regards,

Jennifer Davis

Project Coordinator
ABC Solutions

Phone: (555) 123-4567

Email: jennifer.davis@abcsolutions.com



