 [ your name ]





 [ address ]



  


  [ contact numbers ]




       [ date ]

Your ref.:

Our ref.:

[ name and title of recipient ]

[ recipient’s address]

Dear [ name ],


Re: Reminder of the Appointment

Based on our phone conversation on [ date ], we are due to have a meeting at [ time ] on [ date ] at [ venue ]. We are writing to remind you that the meeting will take place as scheduled. 

If you have any problems concerning the schedule details of the meeting, please do not hesitate to contact me.

I am looking forward to meeting you soon.

 Yours truly,

[ your signature ]

[ your name ]

[ your title  ]

