Executive Briefing Confirmation

Dear [Recipient's Name],

We are pleased to confirm your participation in the upcoming executive briefing scheduled for
[Date] at [Time]. The briefing will take place at [Location] and will cover [Topics/Agenda].

Please find below the details:

o Date: [Date]
e Time: [Time]

e Location: [Location]
e Duration: [Duration]

We look forward to your valuable insights during this session. Should you have any questions or
require further information, please do not hesitate to reach out.

Best regards,

[Your Name]

[Your Title]

[Your Company]

[Your Contact Information]



