
Client Meeting Confirmation 

Dear [Client's Name], 

We are pleased to confirm our upcoming meeting scheduled for [Date] at [Time]. The meeting 

will take place at [Location/Platform]. 

Agenda: 

1. Introduction and Welcome 

2. Review of Previous Meeting Minutes 

3. Project Updates 

4. Discussion on Upcoming Milestones 

5. Q&A Session 

Please let us know if you have any additional topics you would like to discuss. 

Looking forward to our meeting. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 


