Confirmation of one-on-one meeting agenda [Replace with company or department letterhead]
Dear _________________: [name of addressee]
  

This is to confirm our meeting on _________________ [date], at _________________ [place] at _________________ [time]. 

  

As we previously discussed, I will be prepared to talk with you about _________________. I look forward to hearing your views on these subjects. 

  

Sincerely, 

  

  

  

_________________ [name]
_________________ [signature]
