
Delegate Confirmation Letter 

Date: [Insert Date] 

To: [Delegate Name] 

[Delegate Address] 

Dear [Delegate Name], 

We are pleased to confirm your participation as a delegate at the [Conference Name], scheduled 

to be held on [Conference Dates] at [Venue/Location]. Your presence will greatly contribute to 

the success of this event. 

Details of the conference are as follows: 

• Conference Theme: [Insert Theme] 

• Registration ID: [Insert ID] 

• Conference Schedule: [Insert Schedule] 

Please find attached your conference materials for your review. If you have any dietary 

restrictions or special requirements, do let us know at your earliest convenience. 

We look forward to seeing you at the conference. 

Best regards, 

[Your Name] 

[Your Title] 

[Organization Name] 

[Contact Information] 


