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Key Stakeholder Meeting Confirmation Letter

You may customize this letter and print on your business letterhead.
Dear key decision-maker's name,

As you know, your colleague, potential strategic partner's name, and I recently met to discuss the possibility of creating a strategic alliance between our two firms in order to better serve your clients and to grow both of our businesses. 

Potential strategic partner's name and I had a very productive meeting and we believe that we have a solid basis for moving forward to further explore the potential for a strategic alliance. To do so, we have scheduled meetings with the key decision-makers at your firm, including you, name of key decision-maker and name of key decision-maker. You and I will meet at meeting location on day, date, at time.

I have enclosed with this letter the agenda for our meeting, as well as a list of questions I will ask. The purpose of these questions is to enable me to gain a deeper perspective on your firm and the challenges it faces and how a strategic alliance can address those challenges while serving your clients better. To make our meeting as productive as possible, I would appreciate it if you looked over these questions and gave some thought to them in advance. 

I am looking forward to our meeting.

Best of success,

Financial advisor's name
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