
Company Name 

Company Address 

City, State, ZIP Code 

Email: info@company.com 

Phone: (123) 456-7890 

 

Date: [Insert Date] 

 

[Partner's Name] 

[Partner's Company Name] 

[Partner's Address] 

[City, State, ZIP Code] 

 

Dear [Partner's Name], 

 

We are pleased to confirm our upcoming meeting scheduled for [Insert Date] at [Insert Time]. 

The meeting will take place at [Insert Location]. 

The agenda will include discussions on [briefly outline the agenda]. 

Please let us know if you have any specific topics you would like to cover or if you need any 

special arrangements before the meeting. 

 

We look forward to our discussion and to further strengthening our partnership. 

 

Sincerely, 



 

[Your Name] 

[Your Job Title] 

[Company Name] 


