
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title (if applicable)]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Confirmation of [Specify Purpose, e.g., Meeting, Appointment, 

Employment, etc.] 

I am writing to confirm [the details of the purpose, e.g., our meeting 

scheduled on date and time, your employment start date, etc.].  

Details are as follows:  

- **Date:** [Date]  

- **Time:** [Time]  

- **Location:** [Location/Platform, if applicable]  

- **Participants:** [Names or roles of participants, if applicable]  

If you have any questions or need further information, please feel free 

to reach out.  

Thank you, and I look forward to [the upcoming event].  

Best regards,  

[Your Name]  

[Your Title (if applicable)]  

[Your Company (if applicable)] 


