
Professional confirmation including agenda request

Subject: Attendance Confirmation and Agenda Request

Dear [Organizer's Name],

I am writing to confirm my attendance at the upcoming meeting on [Date] at [Time]. Could you

please share the final agenda and any preparatory documents that will be discussed?

I want to ensure that I am fully prepared for all discussion points. Thank you in advance for your

assistance and coordination.

Best regards,

[Your Name]

[Your Job Title]

Get more templates here: 

https://www.lettersandtemplates.com/letters/meeting-attendance-confirmation-email


