
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Confirmation of [Event/Appointment/Transaction]  

We are pleased to confirm your [event/appointment/transaction] scheduled 

for [date] at [time]. The details are as follows: 

- **Event/Appointment/Transaction**: [Description]  

- **Location**: [Address/venue if applicable]  

- **Participants**: [Names or roles involved]  

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

Please do not hesitate to reach out at [contact information] if you have 

any questions or require further assistance.  

We look forward to your participation.  

Sincerely,  

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Company Contact Information] 


