
Confirmation of Upcoming Policy Review 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Confirmation of Policy Review Meeting 

Dear [Recipient's Name], 

This is to confirm our upcoming policy review meeting scheduled for [insert date] at [insert 

time]. The meeting will take place at [insert location or specify if it's virtual]. 

We will be discussing the following topics: 

• [Topic 1] 

• [Topic 2] 

• [Topic 3] 

Please come prepared with any necessary documents and updates related to the policies under 

review. Your input is highly valuable, and we look forward to an engaging discussion. 

If you have any questions or need further information, feel free to reach out to me. 

Thank you, and see you soon. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Contact Information] 


