
Date: [Insert Date] 

To: [Recipient's Name] 

Title: [Recipient's Title] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to clarify some points regarding the agenda for 

our upcoming meeting scheduled on [insert date]. 

1. Agenda Point 1: [Brief description or clarification needed] 

2. Agenda Point 2: [Brief description or clarification needed] 

3. Agenda Point 3: [Brief description or clarification needed] 

If there are any additional topics you would like to discuss, please let me know prior to the 

meeting. 

Thank you for your attention to these matters. I look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


