Acceptance of Meeting Agenda Items

Date: [Insert Date]
To: [Recipient's Name]
[Recipient's Title]
[Recipient's Company]

[Recipient's Address]

Dear [Recipient's Name],
I am writing to formally accept the proposed agenda items for the upcoming meeting scheduled
on [Insert Date]. The outlined topics are agreed upon, and | look forward to discussing them in
detail.
Agenda Items:

o [Agenda Item 1]

« [Agenda Item 2]

o [Agenda Item 3]

If there are any additional items or changes, please let me know in advance.

Thank you, and | look forward to our meeting.

Sincerely,

[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



