Email template to be sent with this document to the client:
Dear [Client Name],
We’re always happy to connect and provide support for any open items or questions you may have. To ensure our time together is productive and efficient, we kindly ask that an agenda be submitted at least 24 hours prior to the scheduled meeting.
This allows our team to prepare thoroughly, review any outstanding issues in advance, and ensure all discussion points are addressed during the call.
Attached, you’ll find our agenda layout and form. We’ve completed the general structure for you — the only section that requires your input is the Agenda Items section, where you can note any topics or questions you’d like to discuss.
Please note: if an agenda is not received within the 24-hour window, we may need to reschedule the call to a later date that allows for proper preparation.
We appreciate your understanding and cooperation, and we look forward to our conversation.

