
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Confirmation of [Specific Purpose - e.g., Participation, 

Appointment, etc.] 

Dear [Recipient's Name], 

We are pleased to confirm your [specific purpose, e.g., appointment, 

participation] with [Company/Organization Name]. The details are as 

follows: 

- **Event/Appointment Title:** [Title] 

- **Date:** [Date] 

- **Time:** [Start Time - End Time] 

- **Location:** [Venue/Address] 

- **Additional Information:** [Any relevant details] 

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

further information. We look forward to [what you expect from them, e.g., 

seeing you, working together, etc.]. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Contact Information] 


