Your Company Letterhead]

Date]

Recipient's Name]

Recipient's Address]

[City, State, Zip Code]

Dear [Recipient's Name],

We are pleased to confirm your [specific
service/appointment/registration] with [Company/Organization Name]
scheduled for [Date] at [Time].

Details of Confirmation:

[
(
[
(

- Service/Appointment: [Description]
— Location: [Address/Platform]
- Duration: [Time Period]

Please feel free to reach out if you have any questions or need further
assistance. We look forward to serving you.

Thank you!

Sincerely,

[Your Name]

[Your Job Title]

[Company/Organization Name]

[Contact Information]

[Company Website]



