
Letter of Agreement for Upcoming Client Meeting 

Date: [Insert Date] 

[Client's Name] 

[Client's Address] 

[City, State, Zip Code] 

Dear [Client's Name], 

We are pleased to confirm our upcoming meeting scheduled for [Insert Date and Time]. The 

meeting will take place at [Insert Location or specify if it's a virtual meeting]. 

During this meeting, we aim to discuss [briefly explain the purpose of the meeting]. We believe 

this will be a valuable opportunity to address your needs and explore potential collaborations. 

Agenda for the meeting includes: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

Please confirm your availability for this meeting or suggest an alternative time if necessary. We 

look forward to your insights and a fruitful discussion. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


