
Stakeholder Confirmation Letter 

Date: [Insert Date] 

To, 

[Stakeholder's Name] 

[Stakeholder's Position] 

[Stakeholder's Organization] 

[Stakeholder's Address] 

Dear [Stakeholder's Name], 

We are pleased to confirm your involvement in the [Project Name] project. Your expertise and 

insights will be invaluable in achieving our project goals. 

As discussed, your responsibilities will include: 

• [Responsibility 1] 

• [Responsibility 2] 

• [Responsibility 3] 

The project is scheduled to commence on [Start Date] and is expected to conclude by [End 

Date]. We anticipate regular meetings to ensure progress and alignment throughout the project. 

Thank you for your commitment to this initiative. Please feel free to reach out if you have any 

questions or need further clarification. 

Looking forward to a successful collaboration. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Your Contact Information] 


