Formal professional meeting acceptance letter

Subject: Confirmation of Meeting &€* [Date & Time]

Dear [Recipient's Name],

| am writing to confirm my attendance at the meeting scheduled on [Date] at [Time]. | appreciate the
opportunity to discuss [Meeting Agenda or Topic] and will be fully prepared to contribute to the
discussion.

Please let me know if there are any documents or materials | should review prior to the meeting.
Thank you for arranging this meeting. | look forward to our discussion.

Sincerely,

[Your Name]

[Position/Department]

[Company Name]

Get more templates here: https://www.lettersandtemplates.com/letters/meeting-acceptance-letter




