
Attendance Verification Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Address] 

[City, State, Zip Code] 

To Whom It May Concern, 

This letter is to verify that [Participant's Name], [Participant's Position], attended the 

[Conference Name] held on [Conference Date] at [Conference Location]. 

[Participant's Name] participated in various sessions, including [mention specific sessions if 

applicable], and completed the conference's activities successfully. 

If you require any further information or have any questions, please feel free to contact me at 

[Your Phone Number] or [Your Email Address]. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


