
Follow-Up Letter for Executive Meeting Arrangement 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to follow up on my previous correspondence 

regarding the arrangement for our upcoming executive meeting. 

As discussed, we are looking to hold the meeting on [Insert Date] at [Insert Time]. It would be 

held at [Insert Venue/Platform]. Please let me know if this time is convenient for you, or if we 

need to explore alternative options. 

Your insights and contributions are highly valued, and I believe that our discussions will be 

pivotal in driving our initiatives forward. If there are any additional topics you would like to 

discuss or if further preparations are needed, please feel free to share them with me. 

Thank you for your attention to this matter. I look forward to your confirmation. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


