
Request for Attendance Confirmation 

Dear [Recipient's Name], 

I hope this message finds you well. We are excited to announce our upcoming event, [Event 

Name], scheduled for [Date] at [Location]. This event aims to [briefly explain the purpose of the 

event]. 

We would be honored by your presence and participation, and we kindly request you to confirm 

your attendance by [RSVP Date]. This will help us in making the necessary arrangements to 

ensure a successful gathering. 

Please reply to this email or contact us at [Phone Number] to confirm your attendance or for any 

inquiries you may have. 

Thank you for your time, and we look forward to welcoming you to [Event Name]. 

Warm regards, 

[Your Name] 

[Your Position] 

[Your Organization] 

[Contact Information] 


