
Validation of New Schedule Arrangement 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally validate the new schedule 

arrangement we discussed on [insert date of discussion]. After careful consideration, I am 

pleased to confirm the following schedule: 

• Start Date: [Insert Start Date] 

• Days: [Insert Days of the Week] 

• Time: [Insert Time] 

We believe this new arrangement will enhance our collaboration and ensure a smoother 

workflow. Should you have any questions or require further adjustments, please feel free to reach 

out. 

Thank you for your understanding and cooperation. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Your Contact Information] 


