
Sales Appointment Confirmation 

Dear [Client's Name], 

Thank you for scheduling a sales meeting with us. We are looking forward to discussing your 

needs and how our solutions can meet them. 

Appointment Details: 

• Date: [Date] 

• Time: [Time] [Time Zone] 

• Platform: [Platform, e.g., Zoom, Microsoft Teams] 

• Meeting Link: [Link] 

• Dial-in Number: [Number] 

If you have any questions prior to our meeting or if you need to reschedule, please don't hesitate 

to reach out. 

Looking forward to speaking with you soon! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


