
Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally accept the updated meeting time 

proposed for our upcoming discussion. 

The meeting is scheduled for [New Date and Time]. I appreciate your flexibility and look 

forward to our conversation. 

Thank you for your understanding. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


