
 

Professional Meeting Request Email 
 

Subject Line:​

Request for Meeting: Discussing Partnership Opportunities 

Salutation:​

Dear Mr. Reynolds, 

Introduction:​

I hope this message finds you well. Given our mutual interests in expanding our 

business operations and exploring new markets, I believe a meeting would be highly 

beneficial to discuss potential partnership opportunities. 

Body:​

I would like to propose a meeting to explore how our companies can collaborate to 

enhance our services and increase market reach. I am confident that by combining 

our resources and expertise, we can achieve substantial growth and success. 

Here are a few topics I think would be worthwhile to discuss: 

●​ Potential areas for collaboration 

●​ Shared goals and objectives 

●​ Strategies for market expansion 

●​ Overview of resources and capabilities 

Meeting Details Proposal:​

I am available next week on Tuesday or Thursday between 10:00 AM and 2:00 PM, but 

I am willing to adjust my schedule to better fit yours. We can meet at your office, our 

headquarters, or via a video conference call, depending on what is most convenient 

for you. 



 

Closing:​

Thank you for considering this meeting request. I am looking forward to your insights 

and discussing how we can forge a strong and mutually beneficial partnership. 

Please let me know your preferred time and venue, and I will make all necessary 

arrangements. 

Signature:​

Best regards, 

James Lee​

Business Development Manager​

Innovative Tech Solutions​

Email: james.lee@innovativetech.com​

Phone: (555) 789-0123 
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