
Sales Appointment Confirmation 

Dear [Client's Name], 

Thank you for scheduling a meeting with us. We are pleased to confirm your sales appointment 

on [Date] at [Time]. The meeting will take place at [Location/Platform]. 

Meeting Agenda 

• Introduction and Welcome 

• Overview of Our Products/Services 

• Discussion of Your Needs and Requirements 

• Presentation of Solutions 

• Q&A Session 

• Next Steps and Closing 

We look forward to meeting with you and discussing how we can assist you further. If you have 

any questions or need to reschedule, please feel free to contact us at [Your Contact Information]. 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Phone Number] 

[Your Email] 


