
Notification of Upcoming Client Meeting 

Dear [Client's Name], 

We are pleased to inform you about our upcoming meeting to discuss [meeting agenda or project 

name]. Below are the details: 

Date: [Date] 

Time: [Time] 

Location: [Meeting Location or Virtual Link] 

Duration: [Estimated Duration] 

Please confirm your availability for this meeting. If you have any topics you would like to 

discuss, feel free to let us know in advance. 

Thank you, and we look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


