
Transition Meeting Email Confirmation


Dear [Transitioning Client],

I enjoyed speaking with you today and am reaching out to you to confirm our upcoming appointment as follows:

Date: 

Time:

Address:

I look forward to meeting you!

Sincerely, 

[Name]

MFIS

[Organization]

P.S. 
For your convenience, I have attached a map showing you where our office is located.  Client parking is located [describe suitable parking facilities].    
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