
Letter of Assurance for Technology Funding 

Meeting 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Recipient's Name], 

I am writing to confirm our upcoming meeting regarding the technology funding initiative 

scheduled for [insert date and time]. We appreciate the opportunity to discuss our proposals and 

are committed to demonstrating the potential impact on [insert relevant stakeholders or sectors]. 

We want to assure you that we have conducted thorough research and are fully prepared with the 

necessary documentation and projections to substantiate our funding request. Our team is 

dedicated to ensuring that this meeting is productive and aligns with the goals of [insert relevant 

organization or committee]. 

If there are any specific materials or information you would like us to prepare ahead of time, 

please do not hesitate to let us know. We look forward to your valuable insights and hope to 

establish a partnership that supports our shared objectives. 

Thank you for your consideration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


