Date:
To
[The Recipient Name]
[Address]
Subject: Accepting an invitation to a business meeting
Dear Andrew,
I am pleased to inform you about acceptance of your business meeting invitation. It will be a great honor for me to meet with you and your marketing team. By virtue of this meeting, we shall not only discuss our business management plans but also introduce our product lines. I believe that the ideas we share during our meeting will help us increase our clientele in the market.
You have suggested an ideal meeting date and I shall surely show my presence at your site on said date. I would like to appreciate your business ethics as well. You sent me an invitation two weeks prior to the meeting so that I could check my schedule. Fortunately, I do not have any meetings scheduled on that date. So, we will have much time to discuss our business ideas and recent developments we made in our respective areas.
We have gradually developed our company and I have a lot of exciting things to tell you about our advancement. At the same time, I would like to learn new marketing techniques from you. For the above reasons, I am anxiously waiting for this exciting opportunity to meet you and your knowledgeable staff. It will be an honor for me to talk face to face with you people.
Recently, we made some advancements to develop a new product line. I want to show and demonstrate to you how our new products can help you meet your business demands. I believe we are going to speed up our projects by means of this coalition as we have much more to discuss. If feasible, please send me a brief agenda of this meeting for sake of convenience.
I am looking forward to a long-term association with your company.
Sincerely,
Adam Smith
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