Typisches Beispiel für eine Terminanfrage

Betreff: Arranging an appointment to discuss the ‘Redesign of our website’ project
Dear Mr Huber
Ulf Olsen has requested me to write to you for the purpose of arranging an appointment. He would like to discuss with you possible ideas relating to the redesign of our website. He has a number of basic questions which can probably be dealt with more efficiently face to face than by telephone calls or emails. 
[bookmark: _GoBack]Ulf Olsen expects the discussion to take about two hours, but to be on the safe side you should perhaps allow for a little more time. It would be ideal if you could bring with you any plans, ideas and suggestions you already have for the design and structure of our website. 
I will then contact your secretary in the course of the week and hope she will have a suitable date for us – if possible by the end of this month. 
With best regards

Beate Küspers
Secretary to Ulf Olsen
SupportEX GmbH
