
Confirmation of Participation 

Date: [Insert Date] 

Dear [Recipient's Name], 

We are pleased to confirm your participation in the Yearly Tech Review Meeting scheduled for 

[Insert Date] at [Insert Location]. Your valuable input will be crucial as we discuss our 

technological advancements and strategies for the upcoming year. 

Please find the agenda attached for your reference. We look forward to your insights and 

contributions. 

Thank you for confirming your attendance. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


