
Meeting Confirmation 

Dear [Client's Name], 

Thank you for our recent discussions regarding [specific topic]. I am writing to confirm our 

upcoming meeting scheduled for [date] at [time]. We will meet at [location/online platform]. 

During our meeting, we will address the points we discussed, including [key topics to be 

discussed]. If there's anything else you would like to add to the agenda, please let me know. 

I look forward to our conversation and continuing our collaboration. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


