
Endorsement Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Company/Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally endorse our agreed-upon phone conversation scheduled for [Insert Date 

and Time]. I believe that this discussion will be instrumental in moving forward with [Insert 

Purpose of the Call]. 

Feel free to reach out if you need to adjust the timing or if there are specific topics you would 

like to address during our talk. 

Thank you for your attention. I look forward to our conversation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


