
Confirmation of Agenda for Upcoming 

Meeting 

Dear [Partner's Name], 

We are looking forward to our upcoming discussion scheduled for [Date] at [Time]. Below is the 

confirmed agenda for our meeting: 

• Introduction and Welcome 

• Review of Previous Minutes 

• Discussion Points: 

o [First Topic] 

o [Second Topic] 

o [Third Topic] 

• Action Items and Next Steps 

• Q&A Session 

Please let us know if there are any additional topics you would like to include in the agenda. 

Thank you, and we look forward to our discussion! 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


