
Stakeholder Confirmation Request 

Date: [Insert Date] 

To: [Stakeholder Name] 

[Stakeholder Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Stakeholder Name], 

We hope this message finds you well. We are reaching out to request your confirmation 
regarding [specific project, initiative, or decision]. Your input is vital to ensure alignment 
and successful execution of our efforts. 

Please review the following details: 

• Project Title: [Project Title] 
• Objective: [Brief description of the objective] 
• Key Dates: [Insert relevant dates] 

We would greatly appreciate it if you could confirm your participation and support by 
[Insert deadline for confirmation]. Your expertise and guidance are invaluable to us. 

Should you have any questions or require further information, please do not hesitate to 
reach out. 

Thank you for your attention to this matter. We look forward to your positive response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization] 

[Your Contact Information] 


