Dear [Client's Name],

We are pleased to confirm your meeting scheduled for [Date] at [Time]. The meeting will take
place at [Location/Platform] and is expected to last approximately [Duration].

The agenda for the meeting includes:

o Discussion on [Topic 1]
e Review of [Topic 2]
o Next steps and Q&A

Please feel free to reach out if you have any questions or if there are additional topics you would
like to discuss.

Looking forward to our meeting.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



