
Ch 10: Sample Confirmation Email  

 

Subject: Confirmation of Your Consultation with [Your Law Firm's Name]  

 

Dear [Client's Name].  

 

We hope this message finds you well. We are writing to confirm the details of your upcoming 

consultation with [Your Law Firm's Name]. We are looking forward to meeting with you and 

assisting you with your legal needs.  

 

Consultation Details:  

-Date: [Date of Consultation]  

-Time: [Time of Consultation]  

-Location: [Office Address]  

-Attorney: [Attorney's Name]  

-Practice Area: [Relevant Practice Area]  

 

Please take a moment to review the information provided above. If there are any questions or if 

you need to make any changes to the appointment, please do not hesitate to reach out to us at [Your 

Contact Information].  

 

We are committed to providing you with the best possible legal assistance, and your consultation 

with our attorney is a crucial first step in this process. If, for any reason, you need to reschedule or 

if you have any concerns or questions before your appointment, please. feel free to contact us at 

your earliest convenience.  

 

Thank you for choosing [Your Law Firm's Name], and we look forward to meeting with you on 

[Date of Consultation). If you have any further inquiries, please do not hesitate to reach  

out.  

Best regards,  

 

[Your Name]  

[Your Title]  

[Your Law Firm's Name]  

[Office Address]  

[Phone Number]  

[Email Address]  

 


