
Letter of Assurance for Training Event 

Registration 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

We are pleased to confirm your registration for the upcoming training event titled "[Event Title]" 

scheduled to take place on [Event Date] at [Event Location]. This event is designed to enhance 

your skills and provide you with valuable insights relevant to [Event Topic/Industry]. 

This letter serves as assurance that your participation has been successfully processed, and your 

spot is reserved. Please find the details of your registration below: 

• Event Date: [Event Date] 

• Location: [Event Location] 

• Start Time: [Start Time] 

• Duration: [Duration] 

We recommend you arrive at least 30 minutes early for check-in and to receive your event 

materials. Should you have any questions or require further assistance, please do not hesitate to 

contact us at [Contact Information]. 

We look forward to seeing you at the event! 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 

[Contact Information] 


