
Conference Attendance Confirmation 

Dear [Media Representative's Name], 

We are pleased to confirm your attendance at the [Conference Name], which will be held on 

[Date] at [Venue]. Your presence as a media representative is invaluable, and we are excited to 

share important insights and developments from this event with you. 

Details of the conference are as follows: 

• Date: [Date] 

• Time: [Start Time] - [End Time] 

• Venue: [Venue Name, Address] 

• Registration Desk: [Location of the registration desk] 

For any inquiries or special requests, please feel free to contact us at [Contact Information]. We 

look forward to seeing you at the conference! 

Best regards, 

[Your Name] 

[Your Position] 

[Organization Name] 

[Contact Information] 


