
Letter of Commitment to Attend Conference 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company/Organization] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Conference Organizing Committee] 

[Conference Name] 

[Conference Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

I am writing to formally commit to attending the [Conference Name] scheduled for [Conference 

Dates] at [Conference Location]. I recognize the value of engaging with peers and industry 

leaders on the latest trends and advancements. 

My participation in this event will allow me to gain insights, network with fellow professionals, 

and contribute to the discussions around [relevant topics related to the conference]. I am 

particularly excited about [mention any specific sessions or speakers you are looking forward to]. 

Please let me know if there are any specific details or preparations required in advance of the 

conference. I look forward to a fruitful experience and contributing positively to the event. 

Thank you for the opportunity, and see you at the conference! 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


