
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Confirmation of [Specific Purpose, e.g., Download, Subscription, 

Volunteer, etc.] 

I am writing to confirm the details regarding [briefly describe the 

purpose, e.g., your recent download of VLC Media Player, your 

subscription, etc.]. 

[Include any relevant details, such as date of download, version, or 

subscription details.] 

Should you have any questions or require further information, please feel 

free to contact me at [your phone number] or [your email address]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name]  

[Your Position, if applicable]  

[Your Organization, if applicable] 


