
Dear [Client's Name], 

We hope this message finds you well. We are writing to confirm our upcoming virtual meeting 

scheduled for [Date] at [Time] [Time Zone]. We look forward to discussing [Meeting 

Agenda/Topics] with you. 

Please find the meeting link below: 

Join the Meeting 

If you have any questions or if there are any changes to your schedule, please do not hesitate to 

reach out. 

Thank you, and we look forward to our conversation! 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 

%5bMeeting%20Link%5d

