1234, Main Street
Boston, MA 02123

08 April, 2005

<Recipient Address Goes Here>

Hello,

I'm confirming our meeting on <date>, at <time>, at <location>. <Additional logistics confirmation.>

<Overview or short agenda of the meeting.>

If you have any questions before we meet, please call me at <phone number>. If I don't hear from you <I'll/we'll> see you <date>.

Regards,

Robert Anderson
encl: <List of enclosed items goes here>

