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VIRTUAL MEETING 
CONFIRMATION SCRIPT
You have to be highly organised when it comes to remote selling. Once 
you have secured a meeting, you’ve got to lock it in with an email 
confirmation of the meeting.  

Here is how that confirmation could look like. 

Reason for meeting

Hi [First name | fallback: there} 

Just a fr iendly reminder about our 
upcoming meeting tomorrow about our 
[insert product name] 

We’ll meet on video chat via the Zoom link 
on the calendar invite. If you’ve never used 
it, allow a few minutes to install the software 
and connect to the meeting. 

Here’s a quick rundown of what we’ll talk 
about: 

Where you are and your challenges with 
[insert product name] 
Your goals for your department 
Any questions you have 
How the partnership works 
Is this a fit? 

Let me know if there’s anything you’d like to 
add or change. See you soon! 

- Karen

Login instructions

Meeting agenda

Give ownership
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MEETING REMINDER 
EMAIL SCRIPT

Hi [First name | fallback: there} 

I look forward to speaking to you later today 1st 
January [insert date] at 2pm [insert time] 

Please join the meeting here with passcode: xyz 
[insert link] 

Here’s a quick rundown of what we’ll talk about: 

• Where you are and your challenges in this
current situation

• Your goals for this quarter

• How our solution helps companies like yours

• Is this a fit?

Please let me know if there’s anything you’d like to 
add or change. Speak with you soon! 

Cheers, 

Huan Song 

Note: Should you need to cancel or reschedule the 
event, we recommend you use the cancel and 
reschedule features found inside the calendar 
invite.

Reminder of 
meeting details

Meeting agenda

Give ownership 2

Give ownership 1



POST MEETING RECAP 
EMAIL SCRIPT

Hi [First name | fallback: there} 

Appreciate the time taken to speak to your GM and 
business leaders. 

We will be sending our proposal over this 
afternoon incorporating what we talked about. 

Here’s a quick rundown of what was discussed: 

Where you are and your challenges  

Your goal for your department this quarter 

The exact solutions you need (Product A and B) 

Based on our meeting, here is what we 
recommend 

- Product A, B, C

I suggest we schedule a call tomorrow at 11am to 
discuss the proposal and next steps.

Reminder of 
meeting details

Immediate Next 
Steps

Recommendations

Core Meeting 
Focus

Next Call to Action
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https://www.linkedin.com/company/soco-sales-training/
https://www.youtube.com/channel/UCMM01q-domw-UeO5QLvg_yw
https://www.facebook.com/SocoSalesTraining/
https://www.instagram.com/socoselling/
https://twitter.com/socoselling
https://www.pinterest.com/socosalestraining/

