
Date: ______________________

To,
___________________________
___________________________
___________________________

Subject: Confirmation of Meeting

Dear ______________________,

This letter is to confirm our meeting scheduled on _____________ at _____________ (time), to be held at
_____________________. 

Please let me know if you require any additional information or have any specific topics you would like to
discuss. 

Looking forward to our meeting.

Sincerely,

___________________________
(Your Name)
(Your Position)
(Your Contact Details)


