
Teleconference Arrangement Letter 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Teleconference Arrangement 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to arrange a teleconference to discuss [specific 

topic or project]. This meeting will provide us the opportunity to align our efforts and address 

any outstanding issues. 

Please find the details for the teleconference below: 

• Date: [Insert Date] 

• Time: [Insert Time] [Timezone] 

• Dial-in Number: [Insert Dial-in Number] 

• Access Code: [Insert Access Code] 

• Duration: [Insert Duration] 

Kindly confirm your availability for this meeting at your earliest convenience. If the proposed 

time does not work for you, please suggest an alternative that suits your schedule. 

Thank you, and I look forward to your response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


