
Approval Letter for Meeting Topic Outline 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company/Organization: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I am writing to formally approve the outline for the upcoming meeting scheduled for [Insert 

Date]. After reviewing the proposed topics, I believe the outlined agenda will effectively address 

our key objectives. 

Meeting Topic Outline 

• Introduction and Welcome 

• Review of Previous Meeting Minutes 

• Discussion of [Topic 1] 

• Discussion of [Topic 2] 

• Feedback Session 

• Action Items and Next Steps 

Please proceed with the necessary arrangements for the meeting. If you require further 

assistance, feel free to reach out. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


