
[Your Company Letterhead]  

[Address]  

[City, State, Zip Code]  

[Phone Number]  

[Email Address]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Confirmation of [Subject/Details]  

We are pleased to confirm [details of what is being confirmed, e.g., your 

appointment, your participation in an event, etc.].  

**Details:**  

- Date: [Date]  

- Time: [Time]  

- Location: [Location]  

- Additional Information: [Any other relevant information]  

Please feel free to reach out if you have any questions or require 

further assistance.  

Thank you for your attention.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company]  

[Your Contact Information]  

[Optional: Enclosure/Attachment details] 


