
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Subject: Confirmation of [Subject/Agreement/Appointment] 

Dear [Recipient's Name], 

We are pleased to confirm [details of the subject, agreement, or 

appointment]. This confirmation outlines the key points discussed and 

agreed upon: 

1. **Date**: [Insert date] 

2. **Time**: [Insert time] 

3. **Location**: [Insert location] 

4. **Participants**: [List participants if applicable] 

5. **Agenda/Topics**: [Briefly outline the topics or agenda items] 

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

further clarification. We look forward to [next steps or meeting]. 

Thank you for your attention. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


