Meeting Appointment Confirmation Email
Subject: Confirmation of Our Upcoming Meeting – Let’s Make It Great!
Dear Steve,
I hope this email finds you well. I am thrilled to confirm our scheduled meeting on 23rd October, 2023 at 04:00 PM at Grand Galleria. I appreciate your flexibility and am looking forward to our discussion.
Agenda Highlights: During our meeting, we will be diving into sales, getting more leads and marketing. Your insights on these matters are highly valuable, and I am eager to hear your thoughts.
Meeting Details:
· Date: 23rd October 2023
· Time: 04:00 PM
· Location: Grand Galleria
· Agenda: Sales, Leads, Marketing
Please feel free to reach out if there is anything specific you would like to add to our agenda. I believe that collaboration and open communication are key to a successful meeting, and your input is essential.
If, for any reason, you need to reschedule or have questions before our meeting, don’t hesitate to get in touch. I am here to ensure that our discussion is productive and aligns with your expectations.
Once again, thank you for your time and commitment. I am confident that our meeting will be both enjoyable and fruitful. Looking forward to our conversation and working together towards our shared goals.
Sincerely,
George Butler
Marketing Manager 
Technofile Pvt. Ltd. 
Butler.stever354@gmail.com
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