Meeting Agenda and Special Issues
Dear _________________: [name of addressee]
  

This is to confirm that I will be attending the ___________________ [nature of meeting] meeting at your office on _________________. [date]
  

It is my understanding that the purpose of this meeting is to discuss _________________, [topic] and that our meeting will probably require about _________________ [estimated duration]. 

  

I look forward to seeing you on the _________________. [date]
  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
