
Letter of Alignment for Organized Call 

Session 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to confirm our upcoming call session scheduled 

for [Insert Date and Time] regarding [Insert Topic]. 

To ensure a productive meeting, I would like to align our agenda and objectives as follows: 

• Topic 1: [Insert Topic 1] 

• Topic 2: [Insert Topic 2] 

• Topic 3: [Insert Topic 3] 

Please let me know if you have any additional topics or adjustments you would like to discuss. 

Your insights will be invaluable for our conversation. 

Thank you for your time and cooperation. Looking forward to our discussion. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


