
Meeting Agenda Confirmation 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Confirmation of Meeting Agenda 

Dear [Recipient's Name], 

Thank you for confirming our upcoming meeting scheduled for [Date and Time]. Below is the 

agenda for our meeting: 

• Opening Remarks 

• Review of Previous Minutes 

• Discussion on [Topic 1] 

• Discussion on [Topic 2] 

• Action Items and Next Steps 

• Closing Remarks 

Please let me know if you have any additional topics you would like to discuss or if you require 

any further information. 

Looking forward to our meeting. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


