
Recognition of Agenda Confirmation 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to acknowledge the confirmation of your agenda for the upcoming meeting 

scheduled on [Insert Meeting Date]. Your input and participation are highly valued. 

Thank you for your commitment to collaborating on [Insert Meeting Topic]. We look forward to 

your contributions and a fruitful discussion. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Organization]  

[Contact Information] 


