
[Your Name]  

[Your Position]  

[Your Company/Organization]  

[Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company/Organization]  

[Address]  

[City, State, Zip Code]  

Subject: Confirmation Letter for XXII  

Dear [Recipient's Name],  

I hope this message finds you well.  

I am writing to confirm [details of the confirmation, e.g., your 

participation in XXII event, acceptance of offer, etc.].  

Event/Details: XXII  

Date: [Date of the event or agreement]  

Location: [Venue/Address if applicable]  

Additional Information: [Any other relevant details]  

We appreciate your cooperation and look forward to [next steps or 

participation].  

Thank you for your attention to this matter.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Typed Name]  

[Your Job Title]  

[Your Company/Organization] 


