
Committee Meeting Agenda Confirmation 

Date: [Insert Date] 

To: [Committee Member Name/Title] 

From: [Your Name/Title] 

Subject: Confirmation of Committee Meeting Agenda 

Dear [Committee Member Name], 

This email is to confirm the agenda for the upcoming committee meeting scheduled on [Insert 

Meeting Date] at [Insert Meeting Time]. The meeting will be held at [Insert Location/Platform]. 

Agenda: 

1. [Agenda Item 1] 

2. [Agenda Item 2] 

3. [Agenda Item 3] 

4. [Additional Agenda Items] 

Please review the agenda and prepare any necessary documents or reports related to your 

designated items. 

If you have any questions or additional items to propose for the agenda, feel free to reach out by 

[Insert Deadline for Questions/Proposals]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Contact Information] 


