
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Subject: Confirmation of [Event/Service/Agreement] 

We are pleased to confirm your [event/service/agreement] regarding 

[specific details about the event/service/agreement, e.g., date, time, 

location, terms, etc.]. 

Details are as follows: 

- **Date:** [Insert Date] 

- **Time:** [Insert Time] 

- **Location:** [Insert Location] 

- **Additional Information:** [Insert any other relevant details] 

If you have any questions or need further assistance, please do not 

hesitate to contact us at [your phone number] or [your email address]. 

Thank you for your attention, and we look forward to [working with 

you/seeing you at the event]. 

Sincerely, 

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Company Phone Number]  

[Your Company Email Address] 


