
Strictly official tone confirmation

Subject: Official Confirmation of Business Meeting

Dear [Recipient's Name],

This letter serves as an official confirmation of our business meeting scheduled on [Day, Date], at

[Time], to take place at [Venue/Platform]. The meeting will address [specific subject] and will include

participation from [list of attendees if relevant].

Please ensure your availability and prepare any required documents prior to the meeting. Kindly

confirm receipt of this message at your earliest convenience.

Respectfully,

[Your Name]

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


