Provisional confirmation for tentative meeting

Subject: Provisional Confirmation of Meeting

Dear [Recipient's Name],

This is to acknowledge receipt of your request for a meeting on [Day, Date]. | am available at the
suggested time of [Time], and | look forward to discussing the proposed topics.

Kindly note that the meeting will be confirmed once the final agenda and participants list are
circulated. | will update you promptly should there be any changes.

Sincerely,

[Your Name]

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




