
Letter of Assurance 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to confirm our upcoming year-end review 

meeting scheduled for [Insert Date and Time]. This meeting aims to reflect on our achievements 

over the past year, discuss challenges faced, and outline our strategic initiatives for the upcoming 

year. 

Please be assured that we have prepared a comprehensive agenda to ensure a productive 

discussion. Along with the review of key performance metrics, we will also take the time to 

address any concerns and gather your valuable insights. 

If you have any additional topics you would like to discuss, please do not hesitate to share them 

with me prior to our meeting. 

Thank you for your continued support and collaboration. I look forward to our meeting. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


